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INTRODUCTION 

This  manual  has  been  issued  to  serve  as  a  guide  in  your 
day-to-day  duties.  It  contains  pohcies  and  procedures  of  the 
San  Francisco  Pohce  Department  and  rules  governing 
conduct. 

The  manual  is  designed  so  that  it  can  be  continually 
updated.  You  will  receive  new  and  revised  general  orders 
periodically.  It  is  your  responsibility  to  keep  your  manual 
updated.  The  Department  will  from  time  to  time  issue  a 
revised  table  of  contents  and  index;  however,  until  they  are 
distributed,  you  are  responsible  for  any  additions  or 
changes. 

Many  of  the  general  orders  refer  to  other  manuals  and 
publications,  (e.g..  Event  Management  Manual,  Infectious 
Disease  Control  Manual,  Penal  Code  Sections)  which  are 
available  to  members.  When  used  in  conjunction  with  other 
publications  and  training  material,  this  manual  serves  as 
your  standard  reference  guide. 

The  general  orders  in  this  manual  are  the  final  authority 
and  supersede  all  policies  and  procedures,  orders  and 
directives  issued  prior  to  08/09/91. 
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San  Francisco  Police  Department  1.01 

GENERAL  ORDER  Rev.  09/13/99 


ORGANIZATIONAL  STRUCTURE 

This  order  outlines  the  organizational  structure  of  the  San  Francisco  Police  Department, 
including  rank  hierarchy  and  reporting  responsibilities. 

I.   POLICY 

A.  POLICE  COMMISSION.  The  Pohce  Commission,  pursuant  to  Charter  Section  4.109, 
is  composed  of  five  members  appointed  by  the  Mayor.  The  Commission  has  the  authority 
to  organize,  reorganize,  manage  and  set  policy  for  the  Police  Department.  The  Police 
Commission  adopts  rules  and  regulations  to  govern  the  Department,  approves  the  annual 
Department  budget,  and  performs  other  functions  as  required  by  law. 

B.  ORDER  OF  RANK 

Chief  of  PoUce  Lieutenant 

Assistant  Chief  Sergeant 

Deputy  Chief  hispector 

Commander  Assistant  Inspector 

Captain  PoHce  Officer 

C.     ORGANIZATION 

1.  CHIEF  OF  POLICE.  The  following  organizational  units  shall  report  directly  to  the 
Cmef  of  Police: 

Assistant  Chief 

Deputy  Chief,  Administration  Bureau 
Deputy  Chief,  Airport  Bureau 
Deputy  Chief,  Inspectors  Bureau 
Deputy  Chief,  Field  Operations  Bureau 

^'    ASst^alt'chfef  "^^'  ^^^  ^°"°'^"'S  organizational  units  shall  report  directly  to  the 

Public  Affairs  Office 
Risk  Management  Office 
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3.  ADMINISTRATION  BUREAU.  The  following  organizational  units  shall  report 
directly  to  the  Deputy  Chief  of  the  Administration  Bureau: 

Communications  Division  Fiscal  Division 

Planning  Division  Staff  Services  Division 

Support  Services  Division  Training  &  Education  Division 

Behavioral  Science  Unit  Property  Control  Unit 

Consent  Decree  Division  Field  Training  Program 

4.  AIRPORT  BUREAU.  The  following  organizational  units  shall  report  directly  to  the 
Commander  of  the  Airport  Bureau: 

Administrative  Services 
Patrol  Division 
Special  Services 

5.  INSPECTORS  BUREAU.  The  following  organizational  imits  shall  report  to  the 

Deputy  Chief  of  the  Inspectors  Bureau: 

General  Investigations  Division      Major  Investigations  Division 
Narcotics  /  Vice  Division  Juvenile  and  Family  Services  Division 

Forensic  Services  Division 

6.  FIELD  OPERATIONS  BUREAU.  The  following  organizational  units  shall  report 
directly  to  the  Deputy  Chief  of  Field  Operations  Bureau: 

Patrol  Division  Special  Operations  Division  SEMPU 

a.  The  following  commands  report  to  the  Commander  of  the  Patrol  Division: 

Central  Station  Southern  Station  Potrero  Station 

Mission  Station  Northern  Station  Park  Station 

Richmond  Station  Ingleside  Station  Taraval  Station 

Tenderloin  Task  Force  Night  Captains  Treasure  Island/Marine 

b.  The  following  commands  and  units  report  to  the  Commander  of  the 
Special  Operations  Division: 

Traffic  Company  Crime  Prevention  Company 

Muni  Transit  Company  Air  Support  Unit 

Fugitive  Recovery  Enforcement  Team  (FRET) 


^  Sir.  Francisco  Police  IDtz  !.■"" er.t  1 .0  '^ 
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The  MISSION  DISTRICT  commences  at  the  intersection  of  Clipper  St.  and  Portola  Dr.;north 
on  Portola  (including  both  sides)  to  Market  St.,  north  and  northeast  on  Market(  includirig 
both  sides)  to  Duboce  Ave.;  east  on  Duboce  (including  both  sides)  to  13""  St.;  east  on  13"^ 
(including  both  sides)  to  Division  St.,  east  on  Division  (including  both  sides)'to  Vermont  St.; 
south  on  Vermont  (excluding  both  sides)  to  1 7*  St.,  continuing  along  the  James  Lick 
Freeway  to  Cesar  Chavez  St.;  south  on  the  James  Lick  Freeway  (including  the  ground  area 
under  the  Freeway)  to  Potrero  Ave.;  northwest  on  Potrero  (including  both  sides)  to  Cesar 
Chavez  St.;  west  on  Cesar  Chavez  (including  both  sides)  to  Douglass  St.;  south  on  Douglass 
(including  both  sides)  to  Duncan  St.;  west  on  Duncan  (including  both  sides)  to  Diamond 
Heights  Blvd.;  north  and  west  on  Diamond  Heights  (including  both  sides)  to  Clipper  St.;  west 
on  Clipper  (including  both  sides)  to  Portola  Dr. 

The  NORTHERN  DISTRICT  commences  from  the  Bay  at  Yacht  Harbor,  south  along  the 
eastern  boundary  of  the  Presidio  to  Broadway;  east  on  Broadway  (including  both  sides)  to 
Sterner  St.;  south  on  Steiner  (including  both  sides)  to  Duboce  Ave.,  east  on  Duboce 
(including  both  sides)  to  Sanchez  St.;  south  on  Sanchez  (including  both  sides)  to  Market  St  • 
northeast  on  Market  (excluding  both  sides)  to  Larkin  St.;  north  on  Larkin  (including  both    " 
sides)  to  Bay  St.;  west  on  Bay  (excluding  both  sides)  to  Van  Ness  Ave.,  continuing  north 
along  the  east  property  line  of  Fort  Mason  to  the  Bay. 

The  PARK  DISTRICT  commences  at  the  intersection  of  Steiner  St.  and  Geary  Blvd  •  west  on 
Geary  (includmg  both  sides)  to  Masonic  Ave.;  south  on  Masonic  (includmg  both  sides)  to 
Fulton  St.;  west  on  Fulton  (including  both  sides)  to  the  intersection  of  Axguello  and  North 
Ridge  Dr.  (Conservatory  Dr.);  south  on  North  Ridge  (including  both  sides)  to  John  F 
5"!!;;^     "i''."^'^  °"  ^°^  ^-  ^'^''^y  (including  both  sides)  to  Middle  Dr.;  south  on 
Middle  (including  both  sides)  to  Bowling  Green  Dr.;  south  on  Bowling  Green  (including 
both  sides)  to  South  Dr.;  east  on  South  (includmg  both  sides)  to  Kezar  Dr.;  south  on  Kezar 

south  on  7    (including  both  sides)  to  Laguna  Honda  Blvd.;  south  on  Laguna  Honda 
(including  both  sides)  to  Portola;  easterly  on  Portola  (excluding  both  sides)  to  Market  St  • 
north  and  northeast  on  Market  (excluding  both  sides)  to  Sanchez  St.  north  on  Sanchez 
(excluding  both  sides)  to  Duboce  Ave.,  west  on  Duboce  (excluding  both  sides)  ^Sterner  St  • 
north  on  Steiner  (excluding  both  sides)  to  Geary.  n  siaes;  to  Memer  M., 
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The  RICHMOND  DISTRICT  commences  at  the  intersection  of  Steiner  St.  and  Broadway 
(excludmg  both  sides)  to  the  east  boundaiy  of  the  Presidio,  following  the  boundary  of  the 
Presidio  west^vard  to  the  Pacific  Ocean,  thence  along  the  shoreline  to  the  north  Ime  of  Lincohi 
Way;  east  on  Lincoln  Way;  east  on  Lincota  (excludmg  both  sides)  to  Kezar  Dr.;  north  on  Kezar 
(excluding  both  sides)  to  South  Dr.;  west  on  South  (excluding  both  sides)  to  Bowline  Green  Dr  • 
north  on  Bowling  Green  (excluding  both  sides)  to  Middle  Dr.;  north  on  Middle  Dr  (excludme    " 
both  sides)  to  John  F.  Kennedy  Dr.;  west  on  John  F.  Kennedy  (excluding  both  sides)  to  North 
Ridge  Dr.  (Conservatory  Dr.);  northeasterly  on  North  Ridge  (excludmg  both  sides)  to  the 
mtersection  of  Fulton  St^  and  Arguello  Blvd.;  easterly  on  Fulton  (excludmg  both  sides)  to 

fZltt     '  ?°    ,".'"^  u  1'^  ^'''■'  ''''  °"  ^^^  (^^^'^dmg  both  sides)  to  Sterner 
St.,  north  on  Sterner  (excludmg  both  sides)  to  Broadway. 

The  INGLESIDE  DISTRICT  commences  at  the  intersection  of  Potrero  Ave.  and  the  James  Lick 
Freeway;  south  along  the  James  Lick  Freeway  to  its  mtersection  with  Interstate  HrghwaT280 
Cambndge  St.;  south  on  Cambndge  (excludmg  both  sides)  to  the  boundary  of  Joh^McLaren 
Park  east  along  the  boundary  of  John  McLaren  Park  to  the  west  side  of  S^  existing  Recr^at^n 
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The  TARAVAL  DISTRICT  commences  at  the  intersection  of  Lincohi  Way  and  7""  Ave.;  west  on 
Lincoln  (including  both  sides)  to  the  ocean;  south  along  the  shoreline  to  the  county  line;  east  on 
the  county  line  to  San  Jose  Ave.;  northeast  on  San  Jose  (including  both  sides)  to  Ocean  Ave.; 
northwest  on  Ocean  (including  both  sides)  to  Faxon  Ave.;  north  on  Faxon  (excluding  both  sides) 
to  Miraloma  Ave.;  north  on  Miraloma  (excluding  both  sides)  to  Portola  Ave.;  northeast  on 
Portola  (excluding  both  sides)  to  Laguna  Honda  Blvd.;  northwest  on  Lagima  Honda  (excluding 
both  sides)  to  7""  Ave.;  north  on  7'^  (excluding  both  sides)  to  Lincoln  way. 

The  TENDERLOIN  TASK  FORCE  encompasses  the  triangular  area  bounded  by  Geary,  Larkin 
and  Market  sts.  (not  including  both  sides  of  these  streets). 


San  Francisco  Police  Department  J.«U«5 

GENERAL     ORDER  Rev.  04/17/96 

DUTIES  OF  PATROL  OFHCERS 

This  order  outlines  the  duties  and  responsibilities  of  officers  assigned  patrol  duties. 
I.  POUCY 

A.  Patrol  Officers  shall: 

1.    RADIO  CONTACT  AND  NOXmCATION 

a-    Patrol  their  assigned  areas  and  remain  in  constant  radio  contact,  except 
in  case  of  emergency,  detail  or  assigrunent 

h    Notify  the  Communications  Division  when  an  on-view  incident  or  a 
station  assigrunent  makes  them  unavailable  for  other  assigiunents. 

c    When  it  is  apparent  that  they  may  be  engaged  in  an  assignment  for  an 
extended  period,  notify  the  Qjmmvmications  Ehvision  and  their 
immediate  supervisor. 

d.    Immediately  notify  the  Communications  Division  when: 

(1)  Arriving  at  the  scene  of  an  assigrunent  (10-97). 

(2)  Proceeding  to  another  location  during  an  assignment  (10-98). 

(3)  Completing  an  assignment  (10-8  ). 

2.    REMALNING  IN  ASSIGNED  AREAS 

a.   Not  leave  their  assigned  area  except  in  the  performance  of  proper 
poHce  duty,  with  the  permission  of  a  superior  officer,  or  for  personal 
necessity. 

h   Upon  returning  to  their  assigned  area  from  outside  duty,  notify  the 
Commuiucations  Division  and  their  immediate  supervisor  . 

c    Obtain  their  meals,  if  possible,  within  their  assigned  areas. 


DGO  1.03 
Rev.  04/17/96 


3.   NEGLECT  OF  DUTY.  Be  Considered  in  neglect  of  duty  if  they  fail  to  discover 
serious  crimes  committed  in  their  areas  which  could  have  been 
discovered  through  the  exercise  of  reasonable  diligence. 


4-    HAZARDS 


a.   Observe  the  condition  of  the  streets  and  sidewalks,  signals  and  signs, 
and  report  hazards  to  health  or  safety.  Ensure  that  barriers  and  lights 
are  maintained  around  holes,  excavations,  construction  sites  and  other 
hazards. 

^  *^!"J?^u  *if*^  "^  "''*  functioning  properly,  immediately  report 
!^L  !?!•?  *^^  Communications  Division  and  take  appropriate  action  to 
protect  hfe  and  property. 

5.    ATTENTION  TO  DUTY 

a.  Give  attention  to  schools,  parks,  playgrounds  and  Muni  Transit 
locations  in  their  assigned  areas. 

h   Observe  and  report  in  writing  all  places  in  their  assigned  areas 
suspected  of  being  illegally  operated.  ^ 

"*   s^nl^l^^nr"**"*?  "fu  ^^^'"f  ^q^^ented  by  known  criminals  and 
suspiaous  persons  m  their  assigned  areas. 

7.   DEPAKTMENTEQwmENT.  (See  DGO  2.01,  Ge„e«I  Rules  of  Conduct) 


I 


DGO  1.03 
Rev.  04/17/96 


8.    RESPONDING  TO  CALLS 


a.   Respond  promptly  to  assigned  calls,  regardless  of  the  area  of 

assigiunent  Acknowledge  assigned  calls  by  radio,  not  by  telephone. 

h.   When  in  the  immediate  vicinity  of  a  seiious  incident,  respond  and 
render  assistance  to  the  unit  assigned. 

c    When  out  of  service  on  a  lower  priority  incident,  and  directed  by 
Communications  Division  to  take  a  more  urgent  assignment, 
acknowledge  and  respond  to  the  more  urgent  assignment 

9.  INQDENT  REPORTS.  Submit  every  arrest  and  non-arrest  report  to  a  superior 
officer  prior  to  reporting  off  duty. 

10.  PRISONER  SECURITY.  Be  responsible  for  the  security  of  prisoners  in  their 
custody. 

IL  TRANSPORTING  PRISONERS.  Officers  are  responsible  for  the  safe 

transportation  of  prisoners.  Absent  exigent  circumstances,  officers  shall 
comply  with  the  following  policies: 

a.   Male  and  female  prisoners  shall  not  be  placed  or  transported  together 
in  any  vehicle  unless  they  are  kept  under  constant  visual  observation 
by  officers,  or  are  separated  by  compartments  that  prevent  physical 
contact. 

h   Officers  shall  not  place  any  prisoner  into  a  compartment  of  a  vehicle 
containing  property  and/or  equipment,  or  place  property  and/or 
equipment  into  an  area  of  a  vehicle  occupied  by  prisoners. 

12.  INTOXICATED,  INCAPAOTAHED,  OR  IMPAIRED  ARRESTEES 

a.   MEDICAL  EVALUATION.   Officers  need  to  be  alert  for  medical/physical 
conditions  that  apparentiy  intoxicated  arrestees  may  display  which 
could  indicate  an  injury  or  dangerous  level  of  intoxication  rather  tiian 
mere  inebriation.  If  any  such  condition  is  observed  or  suspected 
medical  evaluation  shall  be  obtained  prior  to  booking 
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h.   SEARCHING.  Officers  shall  search  for  a  medical  necklace  or  bracelet  on 
incapacitated  or  unconscious  persons. 

13.  ARRESTEES  WHO  HAVE  INGESTED  DRUGS.  It  is  not  uncommon  for  arrestees 
to  ingest  (swallow)  narcotics  (e.g.,  balloons  of  heroin,  rocks  of  cocaine)  in 
an  attempt  to  conceal  them  from  officers.  In  some  cases,  this  practice  has 
resulted  in  death.  When  an  arresting  officer  reasonably  suspects  that  the 
person  he/she  has  arrested  or  detained  has  ingested  drugs,  the  arresting 
officer  shall  have  the  person  medically  evaluated  prior  to  booking. 


San  Francisco  Police  Department'  1,04 

GENERAL   ORDER  07/20/94 

DUTIES  OF  SERGEANTS 

This  order  outlines  responsibilities  of  sergeants  regarding  supervision,  reports  and 
records,  notifications  and  radio  contact. 

I.  POUCY 

A.  Sergeants  shall: 

1.    SUPERVISION 

a.   Train  and  lead  subordinates  in  the  performance  of  their  duties  and  set 
an  example  of  efficiency  and  deportment, 

h   Have  immediate  control  and  supervision  of  assigned  members. 

c    Require  all  assigned  members  to  comply  with  the  policies  and 
procedures  of  the  Department,  and  take  appropriate  action  when 
violations  occxir. 

d.  Not  permit  subordinates  to  linger  at  a  police  facility  or  other  locations 
when  not  on  official  business. 

e.  Frequently  visit  assigned  members  during  their  tour  of  duty,  record 
times  and  places  of  visits,  and  conduct  inspections  of  the  members. 

I    Be  responsible  for  the  policing  of  their  assigned  areas.  Diuing  an 
emergency,  have  immediate  control  over  their  subordinates'  response 
until  command  is  assumed  by  a  superior  officer. 

g.    Visit  Patrol  Special  Officers  on  their  beats  and  inspect  their  uniforms 
and  equipment 

h.  Notify  the  Lieutenant  when  an  officer  or  a  Patrol  Special  Officer  cannot 
be  located.  Search  for  the  officer  until  he/she  is  found  or  until  reUeved 
by  a  superior  officer.  Make  a  written  report  to  the  Commanding  Officer 
when  the  officer  cannot  provide  a  satisfactory  explanation  for  his/her 
absence. 
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i.    Ensure  that  subordinates  promptly  and  properly  respond  to  radio 
assignments. 

2.  REPORTS  A>fD  RECORDS 

a.    Review  their  subordinates  arrests  and  reports  for  appropriateness  and 
completeness. 

K    Record  details  and  assignments  of  members  under  their  immediate 
supervision. 

c    Keep  and  maintain  a  Perfonnance  Improvement  Program  (PIP)  binder 
for  each  assigned  officer. 

3.  NOxmCATlONS.  Keep  their  superior  officers  informed  of  personnel 
matters  and  conditions  in  the  assigned  area.  Inform  superior  officers  of 
places  suspected  of  being  used  for  unlawful  activities  or  places  where 
known  criminals  congregate.  Advise  superiors  of  possible  labor  disputes 
or  any  condition  warranting  police  action, 

4.  RADIO  CONTACT.  Maintain  constant  radio  contact  with  Communications 
Division  and  respond  to  calls  that  may  require  supervision. 


San  Frandsco  Police  Depaitment  1.05 

GENERAL   ORDER  07/20/94 

DUTIES  OF  STATION  PERSONNEL 

This  order  outlines  the  duties  and  responsibilities  of  the  district  captain,  the 
captain's  clerk,  the  watch  lieutenant,  the  station  keeper,  the  station  duty  officer,  and 
the  officer  assigned  to  the  patrol  wagon. 

I.  POUCY 

A.  DUTIES  OF  THE  DISTRICT  CAPTAIN 

1.  OPERATIONS  AND  INSPECTIONS 

a.  Be  responsible  for  the  efficient  operation  of  the  station  and  the 
performance  and  discipline  of  its  members. 

b.  Remain  within  the  district  dining  the  toux  of  duty  as  necessary. 

c  Frequently  inspect  the  district  at  various  times  to  keep  informed  of 
conditions  and  to  determine  if  members  are  efficiently  performing 
their  duties. 

2.  CONPERENCES  AND  COMMUNITY  MEETINGS 

a.   After  assuming  command,  meet  with  lieutenants  and  sergeants  to 
discuss  district  problems. 

h   Attend  community  meetings  as  required,  or  send  a  representative. 
c    Attend  conferences  as  required. 

3.  PERMITS  AND  UCENSES 

a.  Investigate  permit  and  license  applications.  Ensure  that  establishments 
operating  under  permits  or  licenses  are  supervised  regularly  and  that 
ciuxent  records  are  maintained.  -^^ 

b.  Identify  and  investigate  district  establishments  suspected  of  being  in 
violation  of  the  law  and  report  the  results  in  writing. 
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t    Keep  a  record  of  halls  and  similar  places.  When  an  event  is  to  be  held, 
ascertain  the  type  of  event  and,  if  staffing  allows,  ensure  that  officers 
visit  the  premises  during  the  event 

4.  SCHEDULING.   Schedule  personnel  to  provide  for  optimum  handling  of 
police  business  in  the  district 

5.  SPECIALIZED  ASSISTANCE  Request  specialized  assistance  through  the 
Division  Commander  when  necessary  to  deal  with  vice  conditions  or 
other  conditions  requiring  specialized  assistance. 

6.  FILES  AND  RECORDS 

a.    Assign  a  clerk  to  maintain  records  and  to  perform  other  duties  as 
needed. 

h    Maintain  a  current  file  of  establishments  in  the  district,  containing  the 
address,  telephone  nxmiber,  type  of  business,  hours,  owner,  and  address 
and  telephone  nxmiber  of  the  person  to  be  notified  in  an  emergency. 

c  -Ensure  that  a  current  record  is  maintained  of  assigned  members' 
residence  addresses  and  phone  numbers.  When  a  member  is 
transferred,  ensure  that  the  record  is  forwarded. 

7.  DETAILS.  When  a  detaU  is  made  to  another  district,  have  the  names  and 
star  nimibers  of  the  members  detailed  transmitted  to  that  district  as  soon 
as  possible. 

8.  EQUIPMENT.  See  DGO  10.05, Weapons  and  Protective  Equipment 
Inspection. 

9.  BUILDING  AND  FACHJTIES.  See  DGO  3.03,  Facilities  Management 
B.  DUTIES  OF  THE  CAPTAIN'S  CLERK 

1.  Maintain  files,  records  and  reports  as  reqxiired. 

2.  Perform  duties  as  assigned  by  the  district  captain. 
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C  DUTIES  OF  THE  UEUTENANT 

1.  UNIFORM  ATTIRE.  Be  in  luiiform  while  on  duty. 

2.  OPERATIONS 

a-    During  the  absence  of  the  District  Captain,  be  responsible  for  the 

efficient  operation  of  the  station  and  the  performance  and  discipline  of 
its  members. 

b.    Inspect  the  district  at  varying  hours,  keep  the  station  advised  as  to  your 
whereabouts,  and  stay  in  radio  contact 

3.  FILES  AND  RECORDS 

a.  Ensure  records  are  kept  and  maintained  in  the  business  office. 

b.  Examine  records,  correct  discrepancies,  and  certify  completeness  by 
signing  them. 

4.  SICK  AND  DISABILITY  CERTinCATES.  Receive  sick  and  disability  certificates. 
Time  stamp  the  certificate  or  enter  the  time  and  date  of  receipt  Sign  and 
enter  your  title  on  the  certificate  and  forward  it  to  the  Personnel  Division 
with  the  next  transfer  of  orders.  In  the  event  the  certificate  is  issued  for  a 
member  of  another  command,  time  stamp  it  or  enter  the  date  and  time  of 
receipt,  notify  the  member's  unit  if  it  is  open,  and  forward  the  certificate  to 
the  member's  unit  with  the  next  transfer  of  orders. 

5.  CRITICAL  INCIDENTS.  See  DGO  8.01,  Critical  Incident  Notification. 

6.  SCHEDULING.  Provide  for  adequate  staffing  commensurate  with  the 
demands  for  police  service. 

7.  ROLL  CALL 

a.    Conduct  roll  calls  and  ensure  officers  are  properly  uniformed  and 
equipped.  Before  sending  them  on  patrol,  give  them  their  assignments 
and  read  any  directives,  bulletins,  teletypes,  or  other  pertinent 
information. 


^        DGO  1 .05 
^         07/20/94 


h    Report  members  of  the  previoxis  watch  off  duty.  If  any  irregularities 
are  noted,  take  proper  action. 

c   When  a  member  fails  to  report  on  or  off  duty  without  valid  reason, 
immediately  investigate  the  situation.  Submit  a  written  report  to  the 
District  Captain  showing  the  findings  and  actions  taken, 

d.   Notify  the  Field  Operations  Bureau  or  the  Operations  Center  dimng 
non-business  hours  when  a  member  cannot  be  located  within  one 
hour. 

8.  CRIMINAL  CHARGES.  Ensuie  that  criminal  charges  are  appropriately  placed 
on  prisoners  and  that  reports  are  properly  prepared. 

9.  DEPARTMENT  PROPERTY.  When  Department  property  is  damaged  or  lost, 
ensiure  that  an  investigation  is  made  and  a  written  report  is  submitted  to 
the  District  Captain. 

10.  REPORTS.  Review,  approve  and  initial  all  reports. 

11.  WARRANTS  AND  SUBPOENAS.  When  an  arrest  warrant,  subpoena  or 
citation  is  delivered,  ensure  that  it  is  served  promptly  and  is  properly 
returned.   If  unable  to  serve,  inform  the  oncoming  Lieutenant 

D.  DUTIES  OF  THE  STATION  KEEPER 

1.  BUSINESS  OFHCE 

a.    Subject  to  the  direction  of  the  lieutenant,  supervise  the  station 
business  office  and  the  member  assigned  to  station  duty. 

h    Not  permit  anyone  to  enter  the  office  of  a  superior  officer  or  any 
biasiness  office  in  the  station  except  on  police  business  or  on  orders  of 
supervisors. 

2.  RECORDS,  BULLETINS,  TELETYPES  T 

a.    Keep  the  station  records  in  a  neat,  clean  and  business-like  manner  and 
not  allow  them  to  be  inspected  by  unauthorized  persons. 
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b.    Receive  orders,  bulletins  and  teletype  messages,  and  inunediately  bring 
them  to  the  attention  of  the  lieutenant 

c    Carefully  examine  bulletins  and  other  communications  listing  missing 
persons  or  wanted  subjects  and  check  them  against  the  names  and 
descriptions  of  prisoners  held  at  the  station. 

3.  CRITICAL  INCIDENTS  AND  NOTmCATiONS.  See  DGO  8.01,  Critical  Incident 
Notificatioiu 

4.  SICK  CERTIFICATES.  If  a  sick  certificate  of  a  member  is  brought  to  the  station 
when  the  lieutenant  is  away,  receive  it  as  prescribed  for  the  lieutenant 

5.  BOOKINGS  AND  PRISONERS.  See  DGO  4.01,  Booking  of  Prisoners. 

6.  COUNTER  REPORTS.  When  a  person  appears  at  the  station  to  report  a  police 
matter,  ensure  that  a  proper  report  is  made. 

7.  STATION  BAIL .  See  DGO  4.02,  Accepting  Bail 

8.  PROPERTY  FOR  iDENTfflCATION.  See  DGO  6.15,  Property  Processing. 

9.  EQUIPMENT.  Account  for  all  PIC  radios,  vehicles  and  other  issued 
equipment  (see  DGO  10.04,  PIC  Radios  &  DGO  10.02,  Equipment). 

10.  DETAILS/ASSIGNMENTS.  Immediately  notify  Communications  Division 
when  officers  are  assigned  duties  other  than  by  the  Communications 
Division. 

E.  STATION  DUTY.  A  member  assigned  to  station  duty  shalL 

1.  Answer  the  telephone  prompUy  and  courteously. 

2.  Prepare  reports  and  provide  information  to  the  public 

3.  Perform  other  duties  as  directed  by  a  superior. 

4.  Monitor  the  police  radio  and  provide  requested  information  and  support 
to  field  units. 
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F.  PATROL  WAGON  DUTY.  An  officer  assigned  to  the  Patrol  Wagon  shall: 

1.  Make  transfers  to  the  County  Jail  as  assigned  by  the  Station  Keeper. 

2.  Respond  to  requests  for  a  wagon. 

3.  Perform  routine  patrol  when  not  transporting  prisoners. 

4.  Perform  other  duties  as  directed  by  superiors. 
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GENERAL   ORDER  08/24/94 

DUTIES  OF  SUPERIOR  OFHCERS 

This  order  outlines  the  duties  and  responsibilities  of  superior  and  commanding 
officers. 

I.   POLICY 

A.  SUPERIOR  OFHCERS.  All  superior  officers  shall: 

1.  CONDUCT.  Set  an  example  of  efficiency,  sobriety,  discretion,  industry  and 
promptness.  Not  use  abusive  language  or  act  arbitrarily  in  dealing  with 
subordinates. 

2.  SUPERVISION.  Guide  and  instruct  subordinates  in  the  performance  of  their 
duties  and  require  strict  compliance  with  the  policies  and  procedxires  of 
the  Department  and  the  orders  of  superiors.  Promptly  report  in  writing 
any  misconduct  by  subordinates  and  forward  the  report  to  their  superiors. 

3.  CONTAGIOUS  DISEASES.  See  Infectious  Disease  Control  Manual,  DM-04. 

4.  iNVESnGAHON  OF  MISCONDUCT  (also  see  DGO  2.04,  Citizen  Complaints 
Against  Officers  and  DGO  2.05,  Citizen  Complaints  Against  Non-Sworn 
Members).  This  section  provides  a  format  for  investigating  misconduct 
brought  to  the  attention  of  superiors  by  other  than  a  citizen's  complaint 

a.    When  a  superior  officer  becomes  aware  of  possible  misconduct  by  any 
member  of  his/her  unit,  the  superior  shall  immediately  notify  the 
senior-ranking  officer  on  duty  at  the  xmit    The  senior-ranking  officer 
shall: 

(1)  Remain  personally  responsible  for  the  conduct  of  the  matter  until 
relieved  of  responsibility. 

(2)  Conduct  an  administrative  investigation  in  addition  to  any 
investigation  that  may  be  made  by  the  Management  Control 
Division  or  the  Office  of  Qtizen  Complaints.  (See  DGO  2.08  Peace 
Officers'  Rights) 
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(3)  Prepare  an  initial  investigative  report  on  memorandvim  (SFPD  68) 
adc^essed  to  his/her  commanding  officer  before  reporting  off  duty. 
The  report  shall  contain  information  that  can  be  reasonably 
obtained  e.g.,  full  identification  of  witnesses,  siunmary  of 
statements  from  witnesses,  preliminary  findings,  and 
recommendations  where  appropriate. 

(4)  If  it  is  necessary  to  relieve  a  member  as  unfit  for  duty  (e.g., 
misconduct  constituting  criminal  activity)  contact  the  commanding 
officer  at  any  time  day  or  night  The  commanding  officer  shall 
assume  responsibility  for  the  investigation,  assure  that  proper 
investigative  steps  are  being  taken,  and  respond  to  the  unit  if 
necessary. 

h.   When  a  superior  officer  becomes  aware  of  possible  misconduct  by  any 
member  assigned  to  another  unit,  he/she  shall: 

(1)  Immediately  notify  the  senior-ranking  officer  on  duty  at  the 
member's  unit  If  the  unit  is  closed,  the  commanding  officer  of  the 
unit  shall  be  notified  at  any  time  day  or  night 

(2)  The  senior-ranking  officer  or  commanding  officer  (as  appropriate) 
shall  be  responsible  for  performing  the  steps  outlined  in  Section  a. 
above. 

B.  COMMANDING  OFHCERS.  All  commanding  officers  shaU: 

1.  ASSUMPTION  OF  COMMAND.  Within  one  week  of  assuming  command, 
make  an  inspection  of  personnel  to  ensxire  they  are  equipped  as  required 
and  conform  to  grooming  standards. 

2.  FACnJTlES  AND  EQUIPMENT.  Be  responsible  for  the  general  condition, 
cleanliness  and  order  of  facilities  imder  their  command  and  not  permit 
any  property  to  be  improperly  used,  loaned  or  removed  for  private 
purposes.  Also  see  DGO  3.03,  Facilities  Management. 

3.  VACATIONS.  Arrange  vacation  periods  for  members  of  the  command. 

4.  RECORD  INSPECTION.  Make  continuous  inspections  of  all  records  under 
their  command. 
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5.  PERSONNEL  DATA.  Keep  a  record  of  the  residence  address  and  telephone 
nxunber  of  each  member  of  their  command,  including  patrol  special 
officers,  and  forward  copies  to  the  Operations  Center  and  the  Personnel 
Division.  When  a  member  of  the  command  is  transferred  to  a  unit, 
forward  all  his/her  personnel  data  and  records  to  that  unit  (see  DGO  3.06, 
Residence  Certification  and  PIP,  A  Supervisor's  Guide  DM-06.). 

6.  ATTIRE.  Be  appropriately  attired  while  attending  any  official  meeting. 

7.  RETURN  OF  DEPARTMENT  PROPERTY 

a.   When  members  of  their  command  are  suspended  from  duty  pending 
the  filing  and  hearing  of  charges,  or  are  found  unfit  for  duty,  relieve 
them  of  their  Department-issued  star,  handgxxn,  police  identification 
and  other  Department  property,  except  their  uniform. 

h.   When  members  resign,  are  dismissed  or  retire,  have  them  return  their 
Department-issued  property  to  the  Property  Control  Section.  Upon  the 
death  of  a  member,  obtain  Department-issued  equipment  from  the 
family  of  the  deceased  and  forward  it  to  the  Property  Control  Section. 

8.  DEATH  OF  A  MEMBER.  In  the  event  of  a  member's  death,  make  a  report  to 
the  Chief  of  Police  detailing  the  available  facts.  Whenever  the  death 
resulted  from  violence,  xmlawful  means  or  other  than  natiiral  causes, 
make  a  personal  investigation  of  the  incident  and  prepare  a  full  report  to 
the  Chief  of  Police.  Include  whether  the  deceased  was  on  or  off  duty  or 
performing  any  public  service  at  the  time. 
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DUTIES  OF  COMMAND  OEFICERS/nELD  OPERATIONS  BUREAU 

The  purpose  of  this  order  is  to  delineate  the  responsibilities  of  command  personnel 
assigned  to  the  Field  Operations  Bureau. 

I.   POLICY 

A.  DEPUTY  CHIEF/FIELD  OPERATIONS  BUREAU.  The  Deputy  Chief  of  the 
Field  Operations  Bureau  shall  be  responsible  for  the  overall  command  of 
patrol  operations. 

B.  COMMANDER.  Commander(s)  shall: 

1.  DEPLOYMENTS.  Consult  with  the  Deputy  Chief  of  Field  Operations  Bureau 
and  district  captains,  and  deploy  officers  based  on  the  needs  for  police 
services.  He/she  shall  conduct  continuing  analyses  of  the  needs  for  police 
service. 

2.  STAFFING.  Analyze  anticipated  watch  schedules  and,  when  necessary, 
reassign  officers  to  meet  staffing  requirements. 

3.  CAD.  Evaluate  CAD  reports  to  assure  that  officers  are  being  dispatched  in 
accordance  with  geographic  guidelines. 

4.  NIGHT  CAPTAINS.  Supervise  night  captain(s). 

5.  SPECIAL  EVENTS.  Subject  to  the  approval  of  the  Deputy  Chief  of  the  Field 
Operations  Bureau,  reassign  officers  to  provide  for  policing  of  special 
events. 

6.  INSPECTIONS,  Conduct  routine  inspections  to  assure  compliance  with 
Department  policies  and  procediues. 

7.  DERECnvES.  Send  a  copy  of  all  directives  issued  to  the  Deputy  Chief  of 
Field  Operations  Bureau. 
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C  NIGHT  CAPTAIN.  The  Night  Captain(s)  shall: 

1.  RADIO  CONTACT.  Maintain  radio  contact  with  Communications  while  on 
duty. 

2.  FIELD  OPERATIONS.  Supervise  field  operations. 

3.  POUClESA>ro  PROCEDURES.  Require  compUance  with  Department  policies 
and  procediures. 

4.  INSPECTIONS.  Patrol  poUce  districts  and  make  routine  inspections  of 
district  operations,  facilities  and  personnel 

5.  AUTOOMTY.  Have  the  authority  to  require  any  disfaict  captain  to  return  to 
ms/her  district  when  circumstances  require  it 

6.  CRITICAL  INCIDENTS.  Respond  to  critical  incidents  when  notified  and  take 
command  of  operations  when  necessary  (see  DGO  8.01,  Critical  Incident 
Notification  and  Event  Management  Mptj^gj  SFPD). 

7.  REDpLOYMENTS.  Have  the  authority  to  redeploy  personnel  from  one  unit 
or  distact  to  anotiier  when  required.  Write  a  report  to  tiie  Deputy  Chief  of 
Field  Operations  explaining  the  necessity  for  Uie  redeployment 

8.  INVESTIGATIONS.  Initiate  and  make  investigations  when  necessary  and 
may  require  written  reports  from  any  member. 

9.  DAttYLOG.  Submit  to  tiie  Deputy  Chief  of  Field  Operations  a  daily  log  of 
his/her  activities,  including  stations  visited,  important  incidents 
redeployments,  command  directions  and  responses. 

10.  PUBLIC  MEETINGS.  Attend  public  meeting,  seminars,  etc  when  required. 
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GENERAL  RULES  OF  CONDUCT 

This  order  outlines  the  general  rules  of  conduct  for  sworn  and  non-sworn  employees  of 
the  Department. 

1.  ATTENTION  TO  DUTY.  The  basic  mission  of  the  San  Francisco  Police 
Department  and  its  officers  is  to  protect  life  and  property,  preserve  the 
peace,  prevent  crime,  enforce  criminal  laws  and  ordinances,  and  regulate 
non-criminal  conduct  as  provided  by  law.  While  on  duty,  members  shall 
devote  their  entire  time  to  the  achievement  of  this  mission  within  the  context 
of  their  respective  assignments. 

2.  OFF-DUTY  RESPONSIBILITY.  While  off  duty,  members  shall  take  all 
reasonable  steps  to  prevent  crime,  detect  and  arrest  offenders,  and  protect 
life  and  property,  consistent  with  their  ability  to  take  proper  action. 

3.  MAINTAINING  FIT  CONDITION  Members  shall  mamtam  themselves  m  a  fit 
condition  that  enables  them  to  perform  police  duties  while  carrying  a  firearm  off- 
duty  or  while  acting  in  the  capacity  of  a  peace  officer. 


4. 


5. 


REPORTING  FOR  DUTY.  Members  shall  report  for  duty  at  the  time  and  pla 
required  and  be  physically  and  mentally  fit  to  perform  their  duties. 

PERFORMING  DUTIES.  Members  shall  perform  their  duties  promptly  and 
according  to  Department  policies  and  procedures. 


6.  DRESS/APPEARANCE.  Members  shall,  while  on  duty,  be  dressed  as  prescribed 
for  their  assignment  (see  DGO  10.01,  Umform  and  Equipment  Classes) 
Members  shall  be  clean  and  neat  in  appearance,  except  when  excused  by  a 
supenor  for  a  specific  police  puipose.  When  appearing  before  the  Police 
Commission,  members  shall  either  wear  their  unifoim  or  shall  be  dressed  m  court 
attire  (see  DGO  3.08,  Court  Appearances  by  Members). 

7.  MAINTAINING  KNOWLEDGE.  Members  shall  maintain  a  wwking  knowledge 
of  all  information  required  for  the  performance  of  their  duties  (see  DGO  3  01 
Written  Communication  System). 

8.  REQUESTING  HEARINGS.  When  ten  or  more  members  want  a  heanng  on  a 
matter  that  affects  the  Department,  they  shall  submit  a  signed  petition  to  the  Chief 
that  descnbes  their  concerns  and  any  recommendations  thev  wish  to  make    The 
Chief  shall  accept  the  petition  and  send  it  with  anv  comments  to  the  Police 
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Commission  for  consideration.  If  the  Commission  agrees  to  hear  the  matter  the 

tr  r.tt  .  '"'  u  '^''""^  '''''^'''  ^^  ^^y^-  ^^'^'  Commission  decHnes  to  hear 
the  matter,  ^e  members  submitting  the  petition  shall  be  advised  of  the  reasons  in 
WTiting,  within  the  same  30-day  penod. 

9.  NOSCONDUCT.  .W  breach  of  peace,  neglect  of  duty,  misconduct  or  any 
conduct  by  a  member  either  within  or  without  the  Staie  that  tends  to 
underrnine  the  order,  efficiency  or  disciplme  of  the  Department,  or  reflects 
discredit  upon  the  Department  or  any  member,  or  is  prejudicial  to  the 

f sel  forthTn  n  ""^""  °'^  Department,  although  not  specifically  defined 
or  set  torth  in  Department  policies  and  procedures,  shall  be  considered 
unofficer-hke  conduct  subject  to  disciplinary  acfion. 

10.  VVRITTEN  ORDERS.  Members  shall  obey  all  wxitten  orders,  policies  and 
procedures  of  the  Department,  and  promptly  obey  all  lawful  u-ntten  or 
verbal  directives  issued  b\-  their  supenors. 

1 1  CONTLICTING  ORDERS.  If  a  member  is  given  a  lawful  order  that 

nr!.' w  !1  '  P^'^'f  "^  ''"Z''  ^^'""^^  d^^^^ri^'^'  the  member  shall  advise 


of  the'-,"iLnt  "  ""  '"'"'  '  memorandum  detailing  the  circumstances 

12.  .^DRESSING  SLIPERIOR  OFFICERS.  Members  shall,  at  all  times 
address  supenor  officers  by  title  of  rank. 

13.  RESPECTFLTLNESS.  Members  shall  be  respectful  to  superiors  at  all  times 

shall  be  courteous  on  the  telephone.  memoers 

16.  CONTAGIOUS  DISEASES.  See  Infectious  Disease  Control  Manual,  DM-04. 

''"  T'^'^'^u'S''-'''^'  "^^  ^^^-  ^^'^^"  --g-^d  'i-ties  of  a  higher  rank 
officers  shall  assume  the  responsibilities  that  apply  to  the  higher  ra^' 
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18.  RESPONSIBILITY  OF  HIGHER  RANK.  Unless  otherwise  ordered  when 
Uvo  or  more  members  are  on  duty  together,  the  highest  ranking  member  shall  be 
m  charge  and  is  responsible  for  the  proper  completion  of  the  assignment. 

19.  EQUAL  RANK  RESPONSIBILITY.  Unless  othenv.se  ordered,  when  two  or 
niore  members  of  equal  rank  are  on  duty  together,  the  senior  member  shall  be  in 
charge  and  is  responsible  for  the  proper  completion  of  the  assignment. 

20.  INVESTIGATIVE  RESPONSIBILITY.  When  a  member  who  is  charged  with 
the  final  investigation  is  at  the  scene  of  an  incident,  he/she  shall  immediately 
assume  responsibility  for  the  investigation. 

21.  COOPERATION  WITH  INVESTIGATIONS.  Members  shall  when 
questioned  on  matters  relating  to  their  employment  with  the  Department  by 
a  superior  officer  or  by  one  designated  by  a  supenor  officer,  or  bv  a  member 
ot  the  Office  of  Citizen  Complaints,  answer  all  questions  tnithful'ly  and 
without  evasion.  Prior  to  being  questioned,  the  member  shall  be  advised  of 
and  accorded  all  his  or  her  nghts  mandated  by  law  or  Memorandum  of 
Understanding  (see  DGO  2.08,  Peace  Officers'  Rights). 

22.  CARE  OF  DEPARTMENT  PROPERTY.  Members  shall  take  proper  care 
ot  all  Department  property  entrusted  to  them  and  shall  be  personally  liable 
tor  Its  loss  or  damage  due  to  negligence. 

23.  USE  OF  DEPARTMENT  PROPERTY.  Members  shall  use  Department 
property  accordmg  to  Department  policies  and  procedures.  Members  shall 
use  and  operate  Department  vehicles  and  equipment  in  a  reasonable  and 
prudent  manner  and  not  allow  unauthonzed  persons  in  police  vehicles  or 
allow  them  to  use  Department  equipment.  Authonzation  under  special 
circumstances  may  be  granted  by  a  superior  officer. 

24.  LOSS  OR  DAMAGE  TO  DEPARTMENT  PROPERTY  Members  shall 
promptly  report  in  wnting  any  loss  or  damage  to  Department  property 
entrusted  to  their  use.  Additionally,  members  shall  inspect  their  assi^ed 
vehicles  and  equipment  and  report  any  defect  or  damage,  in  wntmg  to  their 
supenors^  Failure  to  report  defects  or  damage  poor  to  use  shall  indi'cate  that 
the  member  assumes  ibll  responsibility  for  the  damage. 

25.  ON-DUTY  WRITTEN  REPORTS.  While  on  duty,  members  shall  make  all 
required  wntten  reports  of  cnmes  or  incidents  requinng  police  attemfon 
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26.  OFF-DUTY  REPORTING.  When  off  duty,  Members  shall  report  any  serious 
cnme  or  urgent  police  matter  brought  to  their  attention.  Members  shall 
report  any  mcident  m  which  they  become  involved  as  a  peace  officer. 

27.  GIFTS,  PRESENTS,  COMPENSATION,  REWARDS.  Members  shall  not  solicit 
or-accept  any  gil^,  compensation  or  reward  for  the  performance  of  their  duties 
except  with  the  permission  of  the  Pohce  Commission.   When  offered  money  or 
gifts  for  police  services  (other  than  momes  received  pursuant  to  Section  I  OB  1  of 
the  City  Administrative  Code),  members  who  wish  to  accept  the  money  or  gift 
being  offered  shall  submit  a  \vntten  report  to  their  commanding  officer    The 

date  the  offer  was  made,  the  name  and  address  of  the  donor,  and  a  bnef 
description  of  the  services  rendered.  The  commanding  officer  shall  forward  the 
report  through  channels  to  the  Police  Commission.  The  Commission  may  gran 
or  deny  the  member  permission  to  accept  all  or  part  of  the  money  or  gifts 

''■  Sr";^  ACCIDENTS.  See  DGO  2.06,  Vehicle  Accidents  Involving 

29.  FILING  SUIT.  Prior  to  filing  a  suit  for  the  collection  of  damages  sustained  in  the 
perfomiance  of  police  duties,  members  shall  submit  a  wntten  feport  to  their 
commanding  officer  bnefly  descnbing  the  cause  of  acfion.  Com^anC  officers 
shall  for^vard  these  reports  through  channels  to  the  Legal  Division 

30.  DEFENSE  SUBPOENAS.  See  DGO  3.08,  Court  Appearances  by  Members. 

''■  FRi^rr'^rn  ^^^"^^T  ™  CITY  AND  COUNTY  OF  SAN 

FRANCISCO.  Prior  to  filing  a  suit  against  the  City  or  any  of  its  departments 
boards,  tnbuna  s  or  officers,  members  shall  submit  a  memorandum  t^e" 
commanding  officer  bnefly  descnbing  the  cause  of  acfion.  Commanding  officers 

s  3.75:ttr^^^^^^^^^^^    ^^^--  ^°  -  -->  -vision.  '^:: 

32.  ACCEPTING  FEES,  ^en  offered  a  fee  for  tesfifymg  m  any  civil  or 

cnminal  proceeding  or  deposition  where  the  fee  offered  is  greater  U.a  the  fee 
set  by  law,  members  shall  make  a  written  application  to  the  Police  ' 

Commission  to  accept  the  fee.  Members  will  be  pemiitted  to  accent  ih.  f. 
only  when  all  of  the  following  are  present:  P'™"^^^  ^o  accept  the  fees 

a.  The  member  has  been  legally  subpoenaed. 

b.  The  member  tesfifies  during  off-duty  hours. 


DGO2.01 
03/29/02 

c.  The  fee  is  in  the  fomi  of  a  check  made  payable  to  the  member. 

d.  The  fee  does  not  exceed  one  day's  pay. 

Members  who  provide  expert  testimony  on  a  regular  basis  (i.e.,  more  than 
once  a  year),  shall  submit  a  secondary  employment  request  and  shall  if  the 
request  is  approved,  be  governed  by  existing  secondary  employment' 
regulations  rather  than  by  this  rule  (see  DGO  1 1.02,  Secondary 
Employment). 

33.  MEDIA.  See  DGO  8.09,  Media  Relations  Policy. 

34.  MEMBERS  RELIEVED  OF  DUTY.  When  relieved  as  unfit  to  exercise  their 
duties,  members  shall  submit  to  their  commanding  officer  a  handwntten 
report  answenng  the  accusation  in  detail.  Members  who  are  ordered  to 
submit  the  report  shall  be  advised  of  and  accorded  all  civil  and  employee 
nghts  provided  by  law  or  Memorandum  of  Understanding. 

35.  RESPONSIBILITIES  OF  MEMBERS  WITH  PRISONERS.  Members  shall 
be  responsible  for  the  custody,  control,  and  safety  of  pnsoners  in  their  care 
until  the  pnsoner  has  been  formally  remanded  to  the  custody  of  another. 

36.  TRANSPORTING  OF  FEMALES.  Immediately  pnor  to  transporting  any 
female  in  a  Department  vehicle,  whether  due  to  detention,  arrest  or  axiv  other 
reason,  an  officer  shall  notify  ECD  with  the  vehicle's  starting  mileage'  the 
location  fi-om  which  he/she  is  leaving,  and  the  destination.  Upon  arrival  at  the 
destination,  the  member  shall  immediately  notify  ECD  and  provide  the  vehicle's 
ending  mileage.  ECD  shall  broadcast  starting  and  ending  tiroes  as  an 
appropnate  response  confirmmg  the  officer's  broadcasts. 

''■  Sef'^''  ALCOHOLIC  BEVERAGES.  See  DGO  2.02,  Alcohol  Use  By 
38.  DRUG  USE  BY  MEMBERS.  See  DGO  2.03,  Drug  Use  By  Members. 

''•  f.u'^'lV  BEVERAGES/CONTROLLED  SUBSTANCES.  Members 
shall  not  store  or  bang  into  any  Department  vehicle  or  facility  alcohoTc 
beverages  or  controlled  substances,  except  in  the  perfonnanc^  of  polt 

40.  PERSONAL  BUSINESS.  Members  shall  not,  while  on  duty,  engage  in 
personal  business  or  ,n  any  other  activity  that  would  cause  them  to  be 
inattentive  to  duty. 
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41 .  SICKNESS  OR  INJURY.  Members  shall  not  falsely  report  themselves  sick 
or  injured. 

42.  SLEEPING  ON  DUTY.  Members  shall  not  sleep  while  on  duty. 

43.  BORROWING  MONEY  FROM  BAIL  BONDSMAN.  Members  shall  not 
borrow  money  or  become  indebted  to  a  bail  bond  broker. 

44.  LEAVING  ASSIGNED  POSTS.  Members  shall  not  leave  their  assigned 
posts  unless  reheved,  to  take  action  in  a  serious  matter,  for  personal 
necessity,  or  with  a  supervisor's  permission. 

45.  SECURING  PERSONAL  PRIVILEGES.  Members  shall  not  use  or  attempt 
to  use  their  official  positions  for  securing  personal  privileges  beyond  what  is 
authonzed  by  law,  or  for  avoiding  the  consequences  of  illegal  conduct. 

46.  POLITICAL  ACTIVITY.  Members  shall  not,  while  on  duty  or  while  acting 
as  a  representative  of  the  Department,  endorse  political  candidates  or  issues 
or  participate  in  political  campaigns.  Members  shall  not  place  or  cause  to  be 
placed  politically  oriented  information  in  or  on  any  Department  building  or 
equipment  other  than  upon  the  bulletin  board  provided  for  the  posting  of 
general  notices.  ^ 

47.  USE  OF  PRIVATE  VEHICLES.  Members  shall  not  use  a  private  vehicle  for 
police  business,  except  with  the  specific  approval  of  their  commanding  officer 
or  officer-m-charge.  ^  wniv^ci 

48.  COMPROMISING  INVESTIGATIONS.  Except  as  required  by  law  or  by 
Department  policy  and  procedure,  members  shall  not  divulge  any 
information  or  engage  in  any  conduct  that  may  compromise  an  mvestigation 

i^ssTorM^rSiotr^^^^"""^ 

49.  DIVULGING  CONFIDENTIAL  INFORMATION.  Except  as  required  by 

aw,  members  shall  not  divulge  any  infomaation  that  ,s  made  confidential  by 
law  or  by  Department  policies  and  procedures  (see  DGO  3 . 1 6,  Releas    of 
Police  Reports  and  DGO  8.09  Media  Relations). 

50.  RECOMMENDING  FOR  PROFIT  BUSINESSES.  Members  shall  not 
recommend  to  non-city  employees  the  name  or  employment  of  any  attomev  bail 
bondsman  or  tow  truck  operator,  or  the  name  of  a  particular  for-profi^b's  n;ss 
when  the  member  knows  or  should  know  that  the  member  will  d^rec  ly  or 
indirectly  receive  a  benefit,  service,  or  profit  by  such  recommendation 
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5 1 .  INDUCING  RETIREMENTS.  Members  shall  not  offer  to,  or  pay  money,  or 
provide  any  other  consideration  with  the  intent  of  inducing  the  retirement' of 
any  member  of  the  Department,  nor  shall  any  member  become  a  party  to  any 
such  transaction. 

52.  SERVING  SUBPOENAS,  SUMMONS  OR  PAPERS  IN  CIVIL  ACTIONS 
Members  shall  not  serve  a  subpoena,  summons,  or  other  paper  in  a  civil 
action  or  render  any  assistance  in  such  a  case,  however,  when  a  crime  is 
committed  requiring  an  arrest,  an  arrest  may  be  made  even  though  the  crime 
onginated  from  a  civil  dispute  (see  DGO  6.09,  Domestic  Violence  DGO  8  05 
Labor  Disputes).  '  '     ' 

53.  FURNISHING  INFORMATION  TO  BAIL  BONDSMAN  OR 
ATTORNEYS.  Except  as  required  by  law,  members  shall  not  furnish 
information  regarding  any  arrested  person,  an  investigation  made  or  about 
to  be  made,  or  other  Department  activities  to  bail  bondsmen  or  attorneys  or 
to  persons  working  with  or  for  bail  bondsmen  or  attorneys. 

54.  LOANING  MONEY  TO  PRISONERS.  Members  shall  not  loan  or  give 
money  or  anything  of  value  to  persons  in  custody,  except  with  the  permission 
ot  the  station  keeper. 

55.  TESTIMONIALS.  Members  shall  not,  in  their  official  capacity  bestow 
testimomals  or  collect  or  receive  money  or  anything  of  value  from  any 
person,  except  with  the  permission  of  the  Police  Commission. 

56.  SURREPTITIOUS  RECORDINGS.  Unless  conducting  an  assigned  criminal 
or  admimstrative  investigation,  no  member  shall  surreptitiously  record 
(video  or  audio)  any  other  member  who  is  on-duty  without  the  express 
wntten  approval  of  the  Chief  of  Police. 

57.  CONFLICT  OF  INTEREST  IN  INVESTIGATION.  If  a  member  is  assigned 
to  an  investigation  in  which  the  member  knows  or  suspects,  or  should 
reasonably  know  or  suspect,  that  the  member  has  a  personal  or  family 
interest  the  member  shall  immediately  report  the  interest  to  the  member's 
immediate  super\'isor.  icmucr  b 
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v^i^AV  07/20/94 

ALCOHOL  USE  BY  MEMBERS 

^a5^s''thT^%H*^'  Departments  poUcy  regarding  alcohol  use  by  members,  and 
describes  the  procedures  for  reportmg  and  investigating  violations. 

L  POUCY 

A.  Members  shaU  not  consxime  any  alcoholic  beverage  whHe  on  duty. 

''   22^^''^''^^^'^^.^''-  "^^  Prohibition  against  consuming 

alcoholic  beverages  while  on  duty  includes  on-duty  attendance  at  events 
such  as  conferences,  seminars  and  meetings. 

2.  IN  UNDFORM.  A  member  shall  not  consume  any  alcoholic  beverage  while 
m  uniform,  whether  on  or  off  duty.  leverage  wmie 

3.  OFF  DUTY.  A  member,  while  off  duty  and  carrying  a  weapon  shall  not 
St?Sed.'°''°'''  '''''"^''  '°  *^'  extentti2^e/she  becomes 

'  r^°s^Si?ca^raw;:^^^^^^^ 

B.  DEFINrnONS 

1.  Intoxication:       ShaU  mean  a  member  is  unable  to  perform  his/her  duties 

^ZT  °l*^,V°';«^Ption  or  ingestion  of  alcohol.  A 
member  shall  be  deemed  intoxicated  if  the  member  has 
.04  percent  or  more  by  weight  of  alcohol  in  his/her  blood. 

2.  Memben  Any  sworn  officer  or  non-swom  employee  of  the  San 

Francisco  Police  Department 
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D.  RECOMMENDATION  OF  PUNISHMENT.  It  is  the  policy  of  the  San 

Francisco  Police  Department  that  any  officer  consuming  an  alcoholic  beverage 
on  duty  will  be  suspended  without  pay  for  up  to  three  months  for  the  first 
offense,  and  be  terminated  for  a  second  offense.  Any  officer  found  to  be 
S  P^^i^'*  "^^^  °''  '^'^^  ^^^  ^^  recommended  for  termination  by  the  Chief 

E  REPORT  AND  INVESTIGATION  RESPONSIBILITIES 

1.  The  responsibility  for  immediately  investigating  and  reporting  suspected 
cases  of  alcohol  use  violations  rests  with  the  commandiJig  officer  or,  if  not 
immediately  available,  the  senior-ranking  officer  on  duty  at  the  time  of 
the  report  ■' 

2.  If  the  member  to  be  investigated  is  assigned  to  another  unit,  the 
commanding  officer  or  the  senior-ranking  officer  on  duty  at  that  unit  shall 
assume  the  responsibilities  of  the  investigation. 

II.  PROCEDURES 

^'  S^^  ^^  INVESTIGATENG/DUTIES  OF  INVESTIGATING 

1.   ON-DUTY  MEMBER.  If  a  member  is  on  duty  and  is  reasonably  behaved  to  be 
mtoxicated,  the  mvestigating  officer  shall: 

a.  Notify  the  member's  commanding  officer. 

b.  Immediately  relieve  the  member  from  duty. 

c    Relieve  the  member  of  all  firearms  (if  applicable). 

d.  Order  the  member  to  submit  to  a  blood,  breath  or  urine  analysis. 


e.  Order  the  member  to  submit  a  report,  in  his/her  handwriting,  „ 
response  to  the  allegations.  The  member  shaU  have  the  right  to 
representation  before  writing  the  report. 


as  a 


2. 
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f.  Not  allow  the  member  to  drive  a  vehicle  if  he/she  is  still  under  the 
influence  of  alcohol.   If  the  member  is  still  intoxicated,  do  not  let 
him/her  leave  the  pohce  facihty  unless  accompanied  by  a  responsible 
person.  ^ 

g.  Investigate  and  determine  whether  any  of  the  member's  supervisors 
may  have  been  neghgent,  failed  to  take  appropriate  action,  or 
conducted  a  coverup  of  the  incident. 

h.  Prepare  an  investigative  report  and  submit  it,  along  with  anv 

statements  test  record,  etc.,  to  the  Chief  of  Police.  Forward  a  copv  of  the 
report  package  in  a  sealed  envelope  to  the  Deputy  Chief  of 
Admimstration  for  him/her  to  review  and  determine  if  intervention 
of  the  Employee  Assistance  Program  is  needed. 

OFF-DUTY  KffiMBER.  If  a  member  is  off  duty,  carrying  a  firearm,  and  is 
reasonably  believed  to  be  intoxicated,  the  investigating  officer  shall: 

a.  Notify  the  member's  commanding  officer. 

b.  ReUeve  the  member  of  any  firearm  he/she  is  carrying. 

c.  Order  the  member  to  submit  to  a  blood,  breath  or  urine  analysis. 

d.  Prepare  an  investigative  report  and  submit  it,  along  with  anv 
statements  test  record,  etc.,  to  the  Chief  of  PoUce.  Forward  a  copy  of  the 
report  package  m  a  sealed  envelope  to  the  Deputy  Chief  of 
Admuustration  for  him/her  to  review  and  determine  if  intervention 
of  the  Employee  Assistance  Program  is  needed. 
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"  fX^g°=rn°""   ^^  '"™^««^«™  -P°«  —  -am  the 
1.   The  accused  member's  name,  rank  and  assignment. 

'■   Se^^SX"^'  '^^"'^  ^'^  '^°"^^*  ^°  y°^  ^«^ti°^'  ^d  the  basis 
bebef  that  the  member  was  consuming  alcohol  or  was  intoxicated. 


4.  Statements  of  witnesses  (if  appUcable) 

5.  Action  taken 


Referencpfi 

SS  ?i 'S'  ?^P!?y^  Assistance  Program /Stress  Unit 
iX^  11.04,  Peer  Support  Program 
DGO  Z08,  Peace  Officers'  Rights 
DGO  Z03,  Drugs  Use  by  Members 
DGO  1.06,  Duties  of  Superior  Officers 


San  Frandsco  Police  Department  OH'! 

GENERAL    ORDER 

07/20/94 

DRUG  USE  BY  MEMBERS 

Ttds  order  outlines  the  poHdes  and  procedures  regarding  the  use  of  oresmnHnn  pnH 
ptSSS^  '^  "'"'^^^'  ^^^^^  ^^^^°-'  tfstin/and  irv:sti^^^^^^^^  ^' 

1.  POLICY 

""■  ^^!!^^^;I°''''  °*""'^  ""^  ^  •"*'  *"■"  **  P"bUc  As  p«t  of  that 
tast,  police  officm  aie  empowered  to  use  lethal  force  without  recoiselo 
hSrfr  '?!'^,™f -OUte  judgment  This  power  demands  thS  ft^  who 
hold  It  should  at  all  times  be  in  complete  physical  and  mentalTontaS 
Rmhermore,  poUce  officers  are  empowered  to  deprive?ft«d"of  their 

There  is  sufficient  evidence  to  conclude  that  the  u«.  nf  iii«„,i  a 
dependence,  and  drug  abuse  seriously  inTairs  ^™°  i     ^?^      T'  ^^ 
and  general  physicallnd  menS  h^JuT^'^       employee's  performance 

The  Department  could  be  held  liable  for  not  taking  n^^  aT,T,.««  •  *     . 

a  crime  arid  as  such  will  not  be  t^e^^d  ^     P""-"""  or  use  of  drugs  is 

substance  in  the  worlcpU«  an^d  SSrX-SS'r^s'r^rdp'une. 
B.  DEFINrnONS 
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2. 


SUPERVISORY  OFHCER:  A  member  assigned  to  supervise  members  and  is 
responsible  for  the  performance  of  those  members. 

3.  USE  (AS  USED  IN  THIS  ORDER  D;  REFERENCE  TO  A  DRUG):  The  ineestion  01 
consumption  of  any  drug,  whether  prescription  or  non-presSption  or 
any  controUed  substance  defined  under  the  California  Uniform 
ControUed  Substance  Act  of  the  Health  and  Safety  Code  of  the  State  of 
California,  Sections  11000  to  11651,  inclusive. 

4.  U>rt)^THElNn^UENCEOFADRUG/IMPAlRMErsrr:  When  a  member  is  unable 

?r,L      wi,^^"  ^"""^^  ^'"^  °^  ^^  ^^^^°^  °^  consumption  of  any 
drug^  whether  prescription  or  non-prescription,  or  any  controUed 
substance.  A  member  shall  be  deemed  to  be  under  tiie  influence  or 

5.  DRUG  TEST:  A  urinalysis  or  blood  test  administered  under  approved 
conditions  and  procedures  to  detect  drugs. 

^'    ^r^^^^'T'^"""'  An  apparent  state  of  facts  and/or  circumstances 
w^ch  would  mduce  a  reasonable  and  prudent  person  to  beHe^^a 

^^/L'coti^."  ""^^  "^  ^°'""'°"  °''  °^  ^'^^  ^^  ^—  of 
C  ILLEGAL  DRUGS 

^   ^'tT.'T'^^K  Ji ""  ^'  ^'^'"^  °'  ^^  ^^  ^^^^°  P°li^e  Department 
^t  rnembers  (botii  sworn  officers  and  non-swom  employees)  shall  no 

SS^J^n"^^?  Z"^'  ^y  '^  °^  controUed  substance  identikedund^ 
Sections  11053  to  11058  inclusive  of  the  Health  and  Safety  CodT  N^coS 

D^pSS^t^''  ^  T  "^^  °'  P°"^^  ^"^-  -^  P~d  accoX^to 
Department  policy  and  procedures  is  not  subject  to  this  poUcy. 

2.     RECOMMENDATIONS  OF  PUNISHMENT 

^  Jl^  !?!  ^i^^'^u  ^  ^'  ^'^  °^  ^°""  *°  recommend  tli^t  any  member 
found  to  have  been  in  iUegal  possession  of  any  drug  or  cVntiXd 
^bsunce  a^  defined  under  tiie  California  Uni^om^ContioUed 
Substance  Act,  whetiier  on  duty  or  off  duty,  shaU  be^v«dv 
disaplined  and  may  be  terminated.  «^  oe  severely 
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h  Members  who  test  positive  for  iUegal  drug  use  (see  test  guidelines) 
shaU  be  severely  disciplined  and  may  be  terminated. 

c   A  member  who  tests  between  20  and  50  ng/ml  for  marijuana  and 
between  50  and  150  ng/ml  for  cocaine  (see  test  guidelines)  shaU  either 

'     ntZ'^^rf  ^^  ^^  ?^!^  °^  ^°^^""  *°  participate  in  a  2  year  program 
of  mandatory  unscheduled  drug  tests,  or  J       f    &- 

•     Be  recommended  for  appropriate  discipline,  which  may  include 
termination.  ^ 

^  ^Lrr^f  7^^r^^'  "^  ^'  ^  *^'*  ^^'  ^  ^^d  °'der  to  do  so  shall 
be  recommended  for  termination. 

D.  PRESCRIPTION/NON-PRESCRIPTION  DRUGS 

'•  l^^T^'^'TJ^'J^"'^^^''  '^  ^°*  P°^^^^^  °^  ^^  ^y  controlled 

substance  defined  under  the  California  Uniform  ControUed  Substance  Act 
at  any  time,  whether  on  or  off  duty,  unless  prescribed  by  a  physid^ 

2.  -^AIRMENT.  When  drugs  are  prescribed,  members  are  required  to  ask  the 
prescnbmg  physician  or  other  authorized  health  practitioner  whetTer  0.1 
drug  v^^  impair  them  in  the  performance  of  their  duties.  If  thT 
prescnbmg  practitioner  indicates  that  the  drug  may  impair  performance  of 

'•  nSIS^''T'^'^'°'^  ^.y^^^^l'^^ing  legal  over-the-counter  non- 
prescription  drugs,  or  prescription  drugs,  who  f  ?els  in  any  way  impaled 
shall  advise  his/her  supervisor  of  such  impairment  ™Paired 
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4. 


REASSIGNMENT  OF  MEMBER.  When  informed  that  a  member  is  taking  a 
CT^K  °"  '^^  °"  ^  over-the-counter  non-prescription  drug  that  may 
impair  the  performance  of  the  member's  duties,  the  supervisofsh2l  nof 
assi^  the  member  to  those  duties.  Instead,  the  superXoTS^Ifsi^' 

tt  ^nr      ,  °^"  l^"^^^"  ^^'^"^  ^^^'^  ^^^^^'^'  I^  other  suiSblSes 
7.^V^^^^"'  *^f  supervisor  shaU  relieve  the  member  of  duty  a^d 
place  hun/her  on  sick  leave  or  disabiUty  leave  as  appropriate    T^e 
supervisor  may  consult  with  the  police  physician  regarding  the  e«ects  of  a 
particular  drug  in  making  the  determiiiation.  ^ 

5.   RECOI^flVlENDATION  OF  PUNISHMENT.  It  shall  be  the  poUcv  of  the  Chief  of 

r?ee^v  llZ"^r^  "^^  "^^  "^^"^^^  ^°^^  *°  b^  --d^^  the  irS^ence  of 
a  legally  obtained  prescription  drug  while  on  duty  and  in  violation  of  tf,?« 
order,  be  suspended  without  pay  for  up  to  3  monL  forL^t  oSelf^ 
«id  may  be  terminated  for  a  second  offense.  A  member^  vSaHon^f 

discipline    (Refer  to  nrn  n  no  c      i  '^^"f®  \°  ^o  report  shall  result  in 
and  D^  11  of  Pe^  S^nnort  ?^;      P  7^'  Ass^tance  Program/Stress  Unit 
a  uou  11.04,  Peer  Support  Program  for  policies  regarding  confidentiality.) 

F.    DRUG  TESTS 

recognition  and  detection  of  drug  use  priorTc^W^f  •  • 

of  this  order.  ^  carrying  out  any  provision 
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(urine  or  blood)  ^  be  orXed:  ^       "-vesUgadon,  a  drug  test 

•  Member  admits  to  the  use  of  drugs. 

•  Member's  body  shows  evidence  of  drug  use  (e.g.,  track  marks). 

'     Member  appears  to  be  under  the  influence  of  a  drug 
investigation  reveals  reasonable  suspicion  to  beHeveTT^   • 

rr^rcjSf°of=^ib?i^bS!5"~^^^ 

reliable.  """aoie  tacts,  and  that  evidence  is  sufficiently 

=bt^S^X^S^ST^-?°^^^^ 

may,  or  in  his*er  sole  discreHon  dejd^^nt?  f"  wt"  °*P"'''  °^=* 
destroy  it;  the  member  shaU  b^e'2S:f"rt°frcl"":^S^f  ^^  ""  ""^ 

Sedi^te'^J'eUeTed"ft°w"a^T '^'  "  "'"^'''  '"'  ^  "' 
instituted.  ^  "^  admmislraHve  proceedings  wiu  be 
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6.    TYPES  OF  TESTS 


a.    BLOOD  SAMPLES.  Blood  samples  will  be  taken  only  after  a  drug 

detection  test  is  administered  and  the  investigator  deems  the  member 
to  be  under  the  influence  of  a  drug.  Blood  sai^ples  must  be  obuSd  bv 
medical  personnel  under  normal  hygienic  conditions  ^ 

h    l^  SAMPLES.  Urine  samples  must  be  coUected  at  a  site  with 

restroom  facihties  that  are  clean,  well-lighted  and  su^cfe^y  secure  to 
prevent  compromise  during  the  coUection  process    CoUeSion  o^S^l 
^ple  must  also  be  supervised  by  testing  perso^el  of  t^f  saLe  s^as 
^e  member  under  mvestigation  to  assure  forensic  reliabai^   To^e 
extent  rey onably  possible,  the  procedure  must  not  demea^  emba^l 
or  cause  discomfort  to  the  member.  "^mean,  emoarrass, 

1.   INTnAL  TEST   MHal  testing  shaU  use  an  immunoassay  which  meets  the 

S^o^  -^  '^'n''"^  "■•" P™S  Administration  for"ZL"4S 
d^ution.  The  f  ollowmg  initial  cutoff  levels  shall  be  used  wheT 

^risrsro?d^^T^'  "^«"«™ "'  p-'«™  »--ora.ese 


Marijuana  metabolites 
Cocaine  metabolites 
Opiates 
Phencydidine 
Amphetamines 
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'■  testX^I  ™'r^H'^' -^P"™^"" "''"'"'^'' - P"^"*™  <»>  Ihe initial 

foUowing  cuto«laI„efsritred''fr^V;ouX'Tnfr'"'"  "  ""^ 

ng/mj 

Marijuana  metabolites  20 

Cocaine  metabolites  JJ 

Opiates  J^ 

Phencydidine  ^™ 

Amphetamines  3^^ 

3.    GS/I^T^STRESULTS  FOR  MARIJUANA  AND  COCAINE  Test  results  far 

eeata^evidence  that  a  member  hasLdflleg^SXgt^  "'  "■"^■'"'"' 

determined  on  accepted  medical  and  legal  Uterature. 
H.  REPORT  AND  INVESTIGATION  RESPONSIBIUTIES 

^=SlBSfSS^^^S:t..s. 
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II.  PROCEDURES 

A.  INVESTIGATIVE 

mfonned  by  any  means  that  a  member  may  be  in  violation  of  L 
provisions  of  this  order,  supervisors  shall: 

'■    tom^/\tT^^"^^''^'^'  ^°^^°^  ^^^^^i°^  i«  immediately 

2.   DUTIES  OF  THE  MCD  INVESTIGATOR.  The  MCD  invesUgator  shall.- 

an  i^nediate blood  or  urine  analy^^' TOriate^S:^"""' '° 

addition  to  other  procedure^  mvestagator  shall,  in 

•  Immediately  reUeve  the  member  from  duty. 

•  .^^cat,^SJd"°''^'''"°^P-'°>-'---<^&earm,  star  and 

•  Not  permit  the  member  to  drive  a  vehicle, 
d.  If  the  member  is  off  duh"  and  carrvir.<r  a  «„. 

•  Relieve  the  member  of  the  firearm,  star  and  identificaaon  card. 
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•    Submit  a  written  report  describing  the  member's  conduct. 

^'    s^n^HfJ'"'^"""  "  '°™''  ^y  =°""'=™^  o*^^  ">^n  the  member's 
£!7Zu   -"  "^"'"8^''°"  ^  be  conducted  to  determine  whether 

?5rrint^,-eV?o'S^^:i;L^r-  ^  -?-"p-so. 

'•  ^e'^^tn^tts'l^^l.^eXS'"^'"  ^™='°"  ^^^^'*«^*-  ^''^'  ^-^^  '» 

'  SfTs^r d^f -'^^"^  '^^  "-^  -^  ^''-^  "-/her  o. 

'  b7S,r  ^o/efr  JSco1.to-r  °-  -  —  -  -  — ed 
3.  TESTS.  Order  a  blood  or  urine  test  as  appropriate. 

Referen  rpfi 

DGO  1.06,  Duties  of  Superior  Officers 

DGO  2.02,  Alcohol  Use  by  Members 

DGO  11.04,  Peer  Support  Program 

DGO  11.09,  Employee  Assistance  Program /Stress  Unit 
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San  Frandsco  PoUce  Department  O   (\A 

GENERAL   ORDFR  ^-"^ 

07/20/94 

CITIZEN  COMPLAINTS  AGAINST  OFHCERS 

This  order  outlines  the  poUcies  and  procedures  for  receiving,  investigatine  and 

I.  POUCY 

^'  bn^^i!.'"'"?  "*•  *'  ^^  ^'^'^"'  •"»"«  Department  to  encourage  dtizens  to 
bnng  forward  gnevances  regarding  inadequate  poUce  service  oToffid^^ 
misconduct  by  officers,  and  receive  such  complLts  wiS^u^esy  a^^ 

^ffir2i:rd^c:csr^^rvXt?:^^eSn"'^""^^^^ 

II.  PROCEDURES 

A.  RECEIVING  A  COMPLAINT/ DUTOS  OF  SENIOR-RANKING  OFHCER 

=r^:trin*4i-Tni^--^^^^^ 
LrrstirrrnS=«-p'^^^^ 


1. 


2. 


^  DGO  2.04 

^  07/20/94 


3.    ADDITIONAL  INFORMATION/COMMENTS.  If  there  is  any  additional 

information  or  comments  that  should  be  brought  to  the  attention  of  thp 
investigator,  do  not  indude  it  on  SFPD/OCC  zL  Ss  ead!  prepSl  i t  o^  a 
memoraiidum  to  your  commanding  officer  for  his/her  re^dew    ?l^e 
commanding  officer  shall  then  forward  it  promptiy  to  the  SSc 

4.    ROUTING.   Route  the  original  Citizen  Complaint  form  to  the  OCC  and 
forward  a  copy  to  your  commanding  officer. 

^"  ^nT"- ''°'^'--^'°^-  ^^^ti^^C^^Pl^t  form  shall  not  be  completed 
when  the  complamant  is  a  member  of  the  Department  or  is  a  "^""P^^*^ 
representative  of  another  poHce  departinent  o^r  govSx^ent  agency 

^^rw-rrth=-.^XS^^-^^^^^^^ 
B.  IMMEDIATE  INVESTIGATION /DUTEES  OF  SENIOR-RANKING  OFHCER 


1.    WHEN. 


a.  The  conduct  is  still  occurring. 

b.  The  allegation  is  that  an  officer  is  unfit  to  perfonn  police  duties. 
c    A  witi:iess  may  be  unavailable  later. 

d.  The  complainant  aUeges  criminal  conduct. 

e.  The  complainant  alleges  unnecessary  force  resulfiT^a  in  c.  • 

and  medical  ti-eatinent.  resulting  m  senous  mjury 

bus^ess  hour.  o.  the  answe^g  .Li«  i  ^10^.^/^41^.3 
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3.   LWESTIGA-nON.  If  the  accused  officer  is  assigned  to  your  umt,  make  a 
complete  mvestigation  and  prepare  an  immediate  investigation  Teport  on 
a  memorandum,  in  addition  to  the  SFPD/OCC  293  form    Send  the 

shffl  thln^f'^'^  commanding  officer  for  review.   The  commanding^fficer 
shaU  then  forward  the  report  promptly  to  the  OCC. 

4.    UNIT  NOnnCA-nON/IMMEDIATE  INVESTIGATION.   When  the  officer  is 

dulTatlw"""*^"."^*'  ixnmediately  notify  the  seTr-r^g'fficer  on 
duty  at  that  umt  who  shall  assume  responsibiHty  for  the  immediare 
investigation  and  report.  If  the  unit  is  dosed,  contact  ^eXer^^  charge 

5.   IMMEDIATE  INVESTIGATION  REPORT   The  immediate  investigation  reoort 

rTon^srty""^r%  s:;  ^-  ^  --°-^^^  ohtameTsr  ;:r 

a.  Full  name,  address  and  telephone  number  of  all  witiiesses. 

b.  Statements  from  these  witnesses. 

c    Preliminary  findings  and  recommendations  where  appropriate. 
C  MEMBER  RESPONSE  FORMS 

1.  RESPONSIBILITIES  OF  MEMBERS.  A  Member  Response  Form  (MRF)  must  b. 
completed  by  the  member  and  received  by  the  OO:  wi^  27^L^h 
days  of  tiae  notice.  If  the  member  cannot  m^t^dTa^ehf/t^f""     . 
contact  the  appropriate  OCC  investigator  pri"  tole  dutSale    ^'^'     "' 

2.  RESPONSIBILITIES  OF  COMMANDING  OFFrrppc    <-^^         j- 

maintain  copies  of  the  a^c^^p^ffonns  ?I^/S?|°*?f^  ^'^ 
that  the  OCC  has  received  aU  comnlah^  =,r,Tf  '''^™'OCC  293)  to  ensure 
accurate  statistical  recorls    CoSX„  ^fflcSsIS  Ss^'"^^ 
member  to  maintain  a  log  of  all  m^l^a^Z^"^  ^m^nSS'^  " 
distribute  them,  and  return  the  properly  comoleted  f^,^,    ^ 
notifications  to  the  OCC.  completed  forms  and 
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the  appropriate  investigator  at  leastl*  h^fp^fort  Aet^^,";'  X"' 
With  the  O.CC  ^*^^^^-    The  final  deasion  to  reschedule  will  remain 


ni.    O.CC.  PROCEDURES 

A.  INVESTIGATIONS 
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a. 


b. 


PREUMINARY  INVESTIGATIONS     AU  comr.1a,-r,fc  ,^   ■      . 
subject  to  Preliminary  InvSSatiL^lw  ^T'  '"^^"^  ^^°^^^^^  ^^ 
of  the  coUection  andJeWew  of  ww.c!!^T;^  Investigation  consists 
dosed  with  no  f^ier  a^on  wSn  ZTrJ""  """'T''-  ^  ^^  ^ill  be 
discloses  one  of  the  follo^g  "^^  P^^^^nmary  Investigation  dearly 

Se'gS''''  '"'''""  "  ^"^^^^  ^°  P^---  -  disprove  the 

"I^cL'S'^mp'^fr"'  "^"^  ^'  ^"^"^  ^^  ^d  ^°t  occur  or  that  the 
accused  member  was  not  involved. 

c    TIxe  alleged  act  did  occur  but  was  justified,  lawful  and  proper 

'    SSfSSeiSfo^r^L^r;^^^-y--tigatio„i.dicate. 
a.  a  Directed  Investigation  anJ^^^U^JT^gn^e^  Tan^'-^r e^^f  ^ 
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FINDINGS.  All  Directed  Investigations  will  include  a  finding  for  each 
SfoUows-""  ^^  ^°°^P^^t-  The  types  and  definitions  of  OCC  findings  are 


a.    SUSTAINED 


b.    NOT  SUSTAINED 
C    PROPER  CONDUCT 

d    POUCY  FAILURE 


e.    SUPERVISION  FAILURE 


f.     TRAINING  FAILURE 


g.    UNFOUNDED 


A  preponderance  of  the  evidence  proves 
that  the  alleged  conduct  occurred  and  that 
the  conduct  violated  Department  policy 
or  procedure.    (Reconunended  only  after 
the  completion  of  a  Preliminary 
Investigation.) 

The  evidence  fails  to  prove  or  disprove 
that  the  alleged  act(s)  occurred. 

The  evidence  proves  that  the  alleged 
act(s)  occurred;  however,  the  act(s)  were 
justified,  lawful,  and  proper. 

The  evidence  proves  that  the  aUeged  act 
occurred  but  was  justified  by  Department 
policy  or  procedures;  however,  the  OCC 
recommends  that  the  policy  or  procedure 
be  changed. 

The  evidence  proves  that  the  aUeged  acts 
occurred  and  were  the  result  of 
inadequate  supervision. 

The  evidence  proves  that  the  aUeged  act 
resulted  from  inadequate  or  inappropriate 
training.  ^ 

The  evidence  proves  that  the  acts  alleged 
did  not  occur  or  that  the  accused  officer 
was  not  involved. 
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h.  INFORMATION  ONLY  The  evidence  proves  that  the  alleged  act 

did  not  involve  a  sw^om  member  of  the 
Department  or  that  the  actions  described 
were  obviously  imaginary.   Information 
Only  allegations  are  not  counted  as 
complaints  against  sworn  members  of  the 
Department. 

i.    NO  FINDING/WITHDRAWAL     1116  complainant  failed  to  provide 

additional  requested  evidence,  or  the 
complainant  requested  a  withdrawal  of 
the  complaint. 


s> 


'■    ^'SS*'™^^'^™«^°^^™^  ON  COMPUD^  SUSTAINS 

a.   When  a  complaint  has  been  sustained  and  the  OCC  investigation 
mdudmg  Investigative  Hearings)  has  been  c^mpto^  fte Tcs 

PoUce  Commis<;inn    -fCr^  ^  extension  of  time  from  the 

Z^^^  S^^t^^iS;^^- - -r-  -  -  it.  and 


» 
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6.    STATISTICS  AND  RECOMMENDATIONS 

^'  ^nn^?""^  ^^  "^^  ^°"'^  Commission,  the  OCC  compiles  and  pubUshes 
monthly  summaries  and  quarterly  reports  of  complaint  statistics. 

b.  These  summaries  and  reports  include,  but  are  not  Umited  to  the 
disposition  by  the  Chief  of  Pohce  and  the  Pohce  Commission  of 
SSrtS^*^  ^"""^  aUegations  referred  to  the  Chief  of  Police  by  the  OCC 

c.  As  directed  by  the  PoHce  Commission,  the  OCC  prepares  and  publishes 
Depmmenr'^''''^'^^^  concerning  poHdes  knd  practices  of  tS 

d.  The  Chief  of  Pohce  shaU  review  OCC  quarterly  statistical  reports  within 
two  weeks  of  the  Chief's  receipt  of  same.  In  the  course  of  t£t^^w 
the  Chief  shall  cross-check  OCC  status  and  disposition  information 

Cor.  J.""     ""/  ^°'  ?^"^  ^^  ^^^'  ^^°i  ^d  advise  the  pTh^e 
Commission  of  any  disaepancy.  It  is  the  intern  of  this  poUcy,  however 
.      that  apparent  statistical  discrepancies  created  by  simple  maS^tiSl 
or  typograpWcl/data  entry  errors  shall  be  resolved  b^y  thToe^tt 
and  the  OCC  without  reporting  to  the  Commission,  other  thaJ^  the 
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GENERALORDER  ^"^ 
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CITIZEN  COMPLAINTS  AGAINST  NON-SWORN  MEMBERS 
I.   POUCY 

non^wom  members.  The  Management  Control  DivisionXo^frH.ii  k 

II.  PROCEDURES 

A.  DUTIES  OF  THE  SENIOR-RANKING  OFHCER.   If  vo„  r...- 

complaint  against  a  non-sworn  member  personaliv  ^^^J^'^''^,  ^.  ^^^^^'^ 

to  you,  foUow  these  procedures:  P^^onally,  or  a  complamt  is  referred 

1.   EVALUATION.  Evaluate  the  seriousnP<:Q  r^f  f^^  ,n 

Division  before  reporting  Sf  du^  ^  Management  Control 
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B.  IMMEDIATE  INVESTIGATIONS /DUTIES  OF  SENIOR-RANKING  OFHCER 

1.   WHEN.  You  must  conduct  an  immediate  investigation  if  a  delay  imposed 
by  assigning  the  complaint  to  MCD  will  jeopardize  the  investigation  or 
public  safety.  The  foUowing  are  examples  of  situations  requiring  an 
immediate  investigation  and  report: 

a.  The  member  is  still  on  duty. 

b.  The  complainant  alleges  imfitness  and  the  member  is  still  on  duty, 
c    Witness  may  not  be  available  later. 

d.   The  allegation  constitutes  criminal  conduct  and  the  member  is  either 
on  or  off  duty. 

2.  NOTIFICATION.  If  an  inunediate  investigation  is  required,  but  the  member 
is  not  assigned  to  your  unit,  notify  the  senior-ranking  officer  on  duty  at 
the  member's  unit.  If  the  unit  is  closed,  contact  the  commanding  officer  of 
the  unit  through  the  Operations  Center.   In  either  case,  the  senior-ranking 
officer  on  duty  or  the  commanding  officer  of  the  member's  unit  will 
assume  responsibility  for  the  immediate  investigation,  report  and 
completion  of  SFPD  83. 

3.  MCD  NOnnCATION.  If  the  citizen  requests  that  the  immediate 
investigation  not  be  done  by  the  member's  unit,  notify  the  duty  MCD 
investigator  by  contacting  the  Management  Control  Division  or  the 
Operations  Center  after  business  hours.  The  MCD  investigator  will 
assume  responsibility  for  the  investigation. 


» 
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C  IMMEDIATE  INVESTIGATION  REPORT/DUTIES  OF  SENIOR-RANKING 
OFFICER 

1.  REPORT.  When  an  immediate  investigation  is  required,  prepare  the  report 
on  a  memorandum  addressed  to  your  commanding  officer  (if  applicable). 
The  report  must  contain  information  you  can  reasonably  obtain  before 
reporting  off  duty.   The  following  are  examples: 

a.  Full  identification  of  all  witnesses. 

b.  Summary  statement  from  all  witnesses. 

c    Preliminary  findings  and  recommendations. 

2.  ROUTING.  The  report  miast  be  directed  to  your  commanding  officer  (if 
applicable)  for  review  before  it  is  forwarded  to  the  Management  Control 
Division.  Indicate  on  SFPD  83  that  the  report  was  made. 

D.  PROCESSING  COMPLAINTS 

1.  ASSIGNING  COMPLAINTS.  Complaints  received  directly  at  the  Management 
Control  Division  or  received  on  SFPD  83  will  be  assigned  a  file  number. 
These  complaints  may  be  assigned  to  a  MCD  investigator  or  to  the 
member's  commanding  officer  for  formal  investigation. 

2.  CO.  INVESTIGATIONS.  If  the  complaint  is  referred  to  the  member's 
commanding  officer,  the  commanding  officer  shall  complete  the  formal 
investigation  and  return  it  to  the  Management  Control  Division  within  21 
days. 

E  FORMAL  INVESTIGATION  REPORT 

1.   FORMAT.  The  results  of  a  formal  investigation  must  be  prepared  on 

Department  memorandum  addressed  to  the  Chief  of  Police  and  written  in 
the  following  format: 

a.   Page  1:   Include  the  member's  name,  assignment,  nature  of  complaint, 
MCD  case  number,  date,  time  and  place  of  occurrence,  and 
investigative  steps  taken. 


H 
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b.  Page  2:    Conclusion  with  a  narrative  of  the  facts  supporting  it. 

c.  Page  3:   Recommendations. 

d.  Page  4:     Brief  chronology  of  your  investigation;  who  was  interviewed, 

and  any  evidence  that  aided  in  the  investigation. 

e.  Page  5:    Statements  of  those  interviewed. 

f.  Page  6:   Attachments  and  docvunents. 

g.  Page  7:    Involved  parties. 

2.   CONCLUSIONS.   Each  formal  investigation  must  contain  one  of  the 
following  conclusions: 


a.    Improper  Conduct: 


b.    Insufficient  Evidence: 


c    Proper  Conduct: 


d.  Policy  Failure: 


e.   Unfounded: 


The  investigation  disclosed  enough  evidence 
to  dearly  prove  the  allegation  of  niisconduct. 

The  investigation  failed  to  reveal  and 
document  enough  evidence  to  dearly  prove 
or  disprove  the  allegation. 

The  act  or  event  alleged  did  occur  but  was 
justifiable,  lawful  and  consistent  with 
Department  policy  and  procedure. 

The  act  or  event  alleged  did  occur  but  was 
justified,  lawful  and  consistent  with 
Department  policy  or  procedures;  however, 
those  polides  and  procedures  were 
unconstitutional,  illegal  or  defident. 

The  investigation  condusively  proves  the 
alleged  inddent  did  not  occur  or  the  member 
named  in  the  coniplaint  was  not  involved. 


DGO  2.05 
07/20/94 

3.    RECOMMENDATIONS.  The  following  recommendations  shall  be  made 
(recommendations  a.  through  e.  are  not  considered  punitive  action): 

a.  The  case  be  closed  and  filed. 

b.  The  member  be  counseled. 

c  The  member  be  trained  or  retrained. 

d.  Policy  or  procedures  be  changed. 

e.  The  member  be  verbally  admonished. 

f.  The  member  be  given  a  written  reprim,and. 

g.  The  member  be  given  a  Chiefs  disciplinary  suspension  (do  not  specify 
the  number  of  days). 

h.  The  matter  be  referred  to  the  Chief  for  further  disciplinary  action,  such 
as  a  termination  hearing. 

"i.    Criminal  charges  be  filed. 

F.  CmZEN  NOTEFICATION.  After  the  completion  of  each  formal 
investigation,  the  Commanding  Officer  of  the  Management  Control  Division 
will  ensiire  that  the  complainant  and  the  member  both  receive  a  letter 
containing  the  final  disposition  of  the  case. 

G.  COMPLAINTS  BY  OTHER  MEMBERS.   When  any  member  of  the 
Department  makes  a  complaint  against  a  non-sworn  member,  he/she  shall 
prepare  the  complaint  on  a  memorandum  (not  SFPD  83)  addressed  to  his/her 
cormnanding  officer. 
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VEHICLE  COLLISIONS  DvA^OLVING  MEMBERS 

This  order  outlines  the  responsibilities  of  members  involved  in  vehicle  collisions 
occiirring  either  on  or  off  duty. 

I.    NOTIFICATION.    A  member  involved  in  a  vehicle  collision  while  operating 
a  Department  vehicle  (i.e.,  a  vehicle  owned,  leased  or  rented  by  the  City)  or  while 
on  duty  and  operating  a  privately  owned  vehicle  that  has  been  authorized  for 
official  Department  use  shall  follow  these  procedures: 

A.  WITHIN  THE  CITY  AND  COUNTY  OF  SAN  FRANCISCO.  If  the  collision 
occurs  within  the  City  and  Coimty  of  San  Francisco: 

1.  Remain  at  the  collision  scene  except  in  cases  of  extreme  emergency,  e.g.,  a 
violent  felony  in  progress. 

2.  Notify  the  Communications  Division  as  soon  as  practicable.  If  the 
member  is  incapacitated,  the  senior  ranking  officer  at  the  scene  is 
responsible  for  notifying  the  Communications  Divisioru 

a.   The  Communications  Division  shall  ensure  that  the  member's 
supervisor  and  a  collision  investigator  respond  to  the  scene.  If  the 
member's  tmit  or  division  is  dosed,  or  the  member's  supervisor  is 
imavailable,  the  supervisor  of  the  district  of  occurrence  shall  respond 
and  conduct  the  investigation. 

B.  OUTSIDE  THE  CITY  AND  COUNTY  OF  SAN  FRANCISCO  If  the  collision 
occurs  outside  the  Qty  and  County  of  San  Francisco: 


Remain  at  the  collision  scene  except  in  cases  of  extreme  emergency,  e.g. 
violent  felony  in  progress.  ' 


a 


1   Request  that  the  appropriate  jurisdiction  respond  to  the  scene  (if  possible), 
investigate  and  complete  a  collision  report 
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3.  Notify  your  commanding  officer  or  officer-in-charge,  describing  the 
circumstances  and  the  severity  of  the  collision.  If  your  unit  is  closed, 
notify  the  Operations  Center. 

a.    In  the  event  that  the  collision  is  serious  (i.e.,  involving  injuries  and/or 
extensive  property  damage)  the  Operations  Center  shall  notify  the 
member's  commanding  officer  or  officer-in-charge. 

4.  Upon  returning  to  San  Francisco,  submit  a  memorandum  to  your 
commanding  officer  by  the  conclusion  of  the  next  business  day  describing 
the  dromistances  of  the  collision.  Include  the  name,  address,  phone 
number,  driver  license  number  and  insurance  company  of  the  other 
party(s)  to  the  collision,  the  extent  of  damage  to  property  and  describing 
any  injuries.   Also  include  the  name  of  the  agency  preparing  the  collision 
report  (case  nvimber,  name  and  star  number  of  the  investigating  officer, 
and  the  telephone  number  of  the  agency).  If  the  agency  did  not  complete  a 
collision  report,  the  reason  shall  be  stated  in  the  memorandum. 

n.  OFF-DUTY  MEMBERS.    An  off-duty  member  involved  in  a  vehicle 
collision  while  not  operating  a  Department  vehicle  shall  be  governed  by  the 
same  Caiiifomia  Vehicle  Code  provisions  that  apply  to  a  private  pjerson. 

m.  RECRUIT  OFFICERS.    Recruit  officers  assigned  to  the  Police  Academy  or 
the  Field  Training  Program,  shall  immediately  notify  the  Academy  or  the  Field 
Training  Staff  when  involved  in  a  collision.   This  notification  is  required 
whenever  a  recruit  is  involved  in  a  vehicle  collision  while  either  on  or  off  duty. 
During  non-business  hours,  the  Operations  Center  shall  be  notified.  In  all  cases, 
a  collision  report  shall  be  made. 

IV.INVESTIGATION  OF  MEMBER-INVOLVED  COLLISIONS. 

Procedures  for  the  investigation  of  member-involved  collisions  are  contained  in 
Department  Manual  14,  Administrative  Investigations  of  Member-Involved 
Vehicle  Collisions. 


References 
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DISCIPLINE  PROCESS  FOR  SWORN  OFHCERS 

The  purpose  of  this  order  is  to  set  forth  the  Departmenf  s  discipUnary  policies  and 
procedures  for  officers  as  prescribed  by  the  City  Charter.  Any  reference  in  this  order 
to  member  or  officer  shaU  mean  a  sworn  poUce  officer  as  defined  in  Penal  Code 


I 


Section  830.1 
I.   POLICY 

A.  BASIS  FOR  DISaPUNARY  ACnON.  Department  General  Order  2.01, 
General  Rules  of  Conduct,  Section  10  (wrtiten  orders)  states:  Members  shall 
obey  all  written  orders,  policies  and  procedures  of  the  Department,  and 
prompUy  obey  all  lawful  written  or  verbal  directives  of  superiors. 

B.  DEnNinONS 

1.   ADMONISHMENT:  An  admonishment  is  an  advisory,  corrective  or 
mstructional  action  by  a  superior  which  does  not  constitute  foinal 
discipline.  It  is  a  warning  only  and  not  a  punitive  action. 

^'   h^T:f^-  V???^^^^^°™^>^"en  punitive  action  which  shall 
be  noted  or  mduded  m  a  member's  personnel  file.  A  subsequent 
violation  of  a  similar  nahire  invites  more  serious  punitive  action. 

3.    SUSPENSION:  Suspension  is  time  off  without  pay  imposed  by  the  Chief  of 
Police  or  by  tiie  Commission  after  a  hearing.  Tiiie  off  by  sZ^s^LL 
counted  toward  retirement  A  record  of  the  suspension  shaU  be  included 
m  tiie  officer's  personnel  file.  um  uc  mciuaea 


4. 


CHIEF'S  DISCIPLINARY  SUSPENSION:  Based  on  investigation  and      " 

XTrl^^""^  ^""^  ^'^^  "^^  ^"  Department,  a  commanding 
officer,  the  Management  Control  Division,  tite  OCC,  etc,  the  Chief  after  a 
hearing  or  an  opportimity  for  a  hearing  may  for  dis  ipli;ary  „^ 
suspend  an  officer  for  a  period  not  to  exceed  10  days  for^ati3  of 
Department  General  Orders,  directives,  policies  or'^roceSSes 

SUSPENSIONPENDING  HEARING:  An  officer  may  be  suspended  by  the  Chief 
pendmg  a  hearmg  before  the  Commission  as  provided  herein  below. 
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6.  SUSPENSION  BY  COMMISSION:  After  a  hearing  before  the  Commission,  the 
Commission  may  suspend  an  officer  for  a  period  not  to  exceed  90  days  for 
each  specification  on  which  the  officer  is  f oimd  gxiilty. 

7.  fine:  After  a  hearing  before  the  Commission,  the  Commission  may  fine 
an  offtcer  a  sxmi  not  exceeding  one  month's  salary  for  each  offense  as 
provided  by  Charter  Section  8.343. 

8.  TERMINATION:  Dismissal  from  tiie  Department 
C  ADMINISTRATION  OF  CORRECTIVE  ACTION 

1.  ^SPOSINGOFMINORVIOLATIONS.  Subjecttothepriorapprovalofthe 
Chief,  a  commanding  officer  may  dispose  of  a  minor  violation  of  orders 

adt?;Sl'enT'"''  ''  ^  ^''^^^  °'  ^"  ^^^^^^  ^^  -^^^S  - 

2.  CHiEFSDisclPLiNARYHEAiaNG.  TheChiefmayimposeadisdplinary 
su    -jision  or  may  order  a  disciplinary  hearing.  The  Chief  mav    ^iie 

3  t'\{^^''^'  ^r  ^°^^"  ^oti^e  o^  intended  punitive  action.  l..e  notice 

f  shall  inform  tiie  officer  of  the  nature  of  the  charge  or  allegation  oT 

r  misconduct,  the  basis  for  the  charge  or  allegation  and  shaU  state  Uxat  the 

^^  °"  I'l^  the  chaises  shaU  be  based  are  available  for^spe^^^ 
^e  officer  shaU  be  advised  that  he/she  has  10  days  after  signed  recent  to 
request  a  heanng  before  the  Chief.  If  a  request  for  a  hearinfis  not  received 
withm  the  prescribed  time,  the  punitive  action  will  be  S^osl^ 

3.   FINDINGS.  At  tiie  conclusion  of  the  Chiefs  Disciplinary  Hearing,  the  Chief 
raay  mipose  ^y  of  the  following:  Suspend  the  offi^p  to^lys 
reprimand,  admonish,  prescribe  corrective  action,  find  L  s^tS^ed,  or 

^'  Tb  "f^f"^^  ""^^"^  u^^iT  suspended  by  the  Chief  pursuant  to  Paragraph 
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5.   NOnnCATlON.  Written  notice  of  appeal  must  be  filed  within  10  days  after 
signed  receipt  of  notice  of  such  suspension.  The  hearing  of  such  appe^ 

'•  t?.°?^r''i^  ^:/°^'''  Commission  reverses  or  alters  the  finding  of 
Ae  Ouef  then  the  officer  affected  shall  be  paid  his/her  salary  for  th^tii^e 
of  suspension  which  the  Police  Commission  set  aside. 

^*   S^^?^-^i''''T''°'''  ^  '""'"y  suspension  imposed  as  a  result  of  a 
Chief  sdisaphnary  hearmg,  a  statement  in  writing  shall  be  given  to  ttie 
suspended  officer,  giving  notice  of  the  authorityb^  which  Itl^^de  ^e 
basis  of  tiie  action,  the  length  of  suspension,  and  the  right  of  ap^^   A 
copy  of  the  notice  shall  be  forwarded  to  the  Conunissiolv  to  t^e  officers 
commandmg  officer,  the  Personnel  Division,  Manager^;^  Control 
Division,  and  other  City  departments,  as  required.  ^^^  ^"^^^^ 

8.   SUSPENSION  PENDING  HEARING:  Under  exigent  circumstances  the  Chief  is 
authorized  to  suspend  temporarily  any  officer  pending  T^e^g  biJ^re 
the  Commission.  In  all  such  cases  of  suspension,  the  cief  SS 
immediately  report  the  same  to  the  Commission  with^ere^ns 
therefore  m  writing.  i^eai>ons 

''   Gs^'f^T"^^^'  ^^^^  officer  is  suspended  as  described  inl 
herein.  If  service  has^beS  eft^ed  w^'i"'?J  """'^  !f  P/"^-^'" 
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11.  CONTINUANCES.  When  an  officer  is  temporarily  suspended  pendine  the 
hearing  of  charges,  the  charges  shall  be  heard  by  the  Commission^ 

of  the  Department  '  dixecfaves,  and  procedures 

D.  FORMAL  CHARGES 

party  »aki„g  «ld  ^es  anf  vSed  IIS:,  «r'''  ""''°"'^''  "^  ">' 

3.  FILING.  After  service  on  the  accused  offir»r  ti,.  »__•     • 

charges  shall  be  fUed  with  the Tietav  rf'.w^r^^  '°P^  "'  "^'' 
with  proof  of  service.  ='«<i«'ary  of  the  Pohce  Commission  together 

E  SERVICE  OF  CHARGES  SHALL  BE  ACCOMPUSHED  AS  FOLLOWS: 

service  shall  be  filed  «dth  the  Pol^e  CoUSfol    '         "" '"'"  "' 

of  abode  or  dweUing T^e  i^  ftelSl       ^f  "  **  "^^"^^  """^  Pl»« 

household  a.  least  18  yeToU^  who  sL7l  I  '  TP'""'  "^"^  "*  *« 
thereof.  ^  ^  "'"'  ^'^  l"^  mfoimed  of  the  contents 


> 
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'•    I?ff  ™.K  ^  ''°''''-  "  P"'°^^  ^^^^  ^^°t  be  made  or  if  a  copy  cannot  be 
left  with  some  competent  person  over  the  aee  of  18  vears  ^mEp  i.^ 
residence  of  the  accused,  then  by  posting  a  co^y  o   th'Tai^'  '"'  ^'"" 
conspicuously  in  the  station,  bureau,  or^unit  To  which  TfTcused  is 
le^li  "'  ^',f  6  days  before  the  date  set  for  trial  and  ma^^^  opy  by 
certified  mail  to  the  officer's  last  known  address  ^^  ^ 

*■  ^^-  '^^  ""^^  P""*  °'  "="*«  ^l^  be  Bled  with  the  Police 
Conmuss.on  a.  soon  as  practicable  after  service  is  accompLhed 

'•  ^2^^^a^i:s:„'XToi°;'^^-'^r«r-"-«ve, 

-charges  appear  on  the  agenda)  Co-n^u^^on  at  which  the  pending 

'•  ^t^dl^^^oSI;fg'antS:def  ","•""  ^"  ^  "^  "^  *'  ^<>-^^-- 

reprimand,  by  fine,  by  suspension,  or  ^£2^'^  tom^h'^',?      ST"'""'' "'' 
provided  in  Charter  Section  8.343.  '^■"^sal  from  (he  Department  as 

G  INDIVIDUAL  RIGHTS/LIMITATIONS  ON  CORRECTIVE  ACTinw   r... 
officer  has  been  formally  punished  fnr  ,  „!„/!«/>        .    '^'-"ON.  Once  an 

receive  any  other  punis^eTf^  ftrsa^^'etcWent         "'""'  '"^  ""' 


Referenrp 

SFPD  Disciplinary  Penalty  &  Referral  Guidelines. 
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PEACE  OFHCERS'  RIGHTS 
I.   POLICY 


nP^.?T   "^      *?'  ^.^  Francisco  Police  Department  that  in  all  cases  where  a 
peace  officer  is  under  investigation  and  subjected  to  interrogation^ a 
superior  officer,  a  member  of  the  Office  of  Citizen  Complaints  or  a  member 
of  the  Management  Control  Division,  in  the  course  of  a  lawft^  Sve^totion 
which  could  lead  to  punitive  action,  he/she  shall  be  provided  riSS^^ 

f?ilo.^°"  ''''' ''  "^-^  ^''^  "S^*^  ^^-^^'  b-*  --  noflimited'oX 

'•   ^;  ^'^^"ga  W  ^  ^^'"^^  ^'°"*  ^^  -^^  °^  ^^  ^vestigation  prior  to 
2.   The  officer  has  the  right  to  have  a  representative  present,  if  desired. 

bemg  filed,  the  officer  has  a  constitutional  right  to  remain  silent  and^ 
have  an  attorney  present  during  interrogation 

^   nntn^'^^-^^^f  °^^  administrative,  tiie  officer  must  answer  all  questions 
posed  diunng  the  administrative  invesHp-^HoT,    Cf ,*  /      ^  qyesnons 

All  statements,  declarations,  or  answers  to  questions  ree^i^  fh^ 

f^tf  H°"'  ^nr-  ^^  ^^  ^^  -d  nonTvX    M^embers 
faihng  to  do  so  shall  be  subject  to  disciplinary  action.  ^^mbers 


References 


DGO  1.06,  Duties  of  Superior  Officers 

DGO  2.04,  Citizen  Complaints  Against  Officers 

Government  Code  Section  3300,  et  seq. 
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WRITTEN  COMMUNICATION  SYSTEM 

This  order  describes  the  types  of  written  communication  and  directives  within  the  Department 
and  also  establishes  members'  responsibilities  to  maintain  them  and  to  comply  with  their 
provisions. 

I.  DEPARTMENT  GENERAL  ORDERS 

Department  General  Orders  are  wntten  directives  issued  by  the  Chief  of  Police  establishmg 
permanent  pohcies  or  procedures,  or  both,  which  generally  affect  the  entire  Department 
Department  General  Orders  are  the  most  authontative  directive,  adopted  or  amended  by  the 
Police  Commission  after  a  public  hearing,  and  remam  in  effect  until  amended,  superseded  or 
escu^ded  No  Depaitment  General  Order  shall  be  placed  before  the  Police  Comz^ssiTn  for 
action  without  havmg  received  written  concuirence  from  the  Chief  of  Police  tH^   stant 
Chief,  each  Deputy  Chief  and  approval  by  Department  legal  staff 

A.  INDEXING.  Department  General  Orders  are  indexed  by  general  subject  category  and 
numberedsequentially,  e.g.,  5.01.  i  v^mcgory  ana 

B.  RESPONSIBILmES 

1.   Officers  shall  maintain  personal  copies  ofaU  Department  General  Orders  have  a 
working  knowledge  of  them,  and  comply  with  their  provisions.  NoTswomrembers 
shall  mam^  personal  copies  of  Depaitment  General  Orders  that  apply  TthT 
assignment,  have  a  workmg  knowledge  of  them,  and  comply  with  their'provlsTons. 

U,e  proposal  'oTfoIb^g  '  "'°°  ""'P'  °''  ""^^^^^  «=-«'  Order,  o.rcula.e 

•     all  Deputy  Chiefs  for  concurrence  or  amendmenf 

consistency  wU  j::^S^i^^:i  '°""'  °™'=™  "' 
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D.  PUBLICATION.  The  Planning  Division  is  responsible  for  coordinating  the  publishing 
and  distribution  of  Department  General  Orders  and  shall  maintain  additional  copies  for 
members. 

n.  DEPARTMENT  BULLETINS 

Department  Bulletins  are  issued  by  the  Chief  of  PoUce  and  are  distributed  Department- wide. 
Department  Bulletins  may  contain  directives,  general  information,  training  information, 
special  orders,  event  orders  or  deployments,  and  may  supplement  or  amend  Department 
General  Orders. 

A.  CLASSIFICATION.  Department  Bulletins  shall  be  classified  by  their  content  by  the 
Commanding  Officer  of  the  Planning  Division. 

1.  Class  "A":  Directives,  Supplements  to  General  Orders  or  Department  Manuals,  and 
Legal  Updates.  Class  "A"  Bulletins  must  be  approved  by  each  Deputy  Chief  and 
Department  legal  staff  prior  to  publication. 

2.  Class  "B":  Training  Information,  Special  Orders,  Event  Orders,  and  Deployments. 
Class  "B"  Bulletins  must  be  approved  by  the  Deputy  Chief(s)  whose  operations  are 
affected  by  the  bulletin. 

3.  Class  "C":  General  (non-technical,  non-legal)  Information,  Special  Messages  from 
the  Chief  of  Pohce  and  Non-Operational  Information.  Class  "C"  Bulletins  must  be 
approved  by  the  Commanding  Officer  of  the  bulletin's  author  and  the  Commanding 
Officer  of  the  Planning  Division. 

B.  INDEXING.  DepartmentBulletinsareindexedbytheyearofissuance  and  are  sequentially 
numbered,  e.g.,  98-12.  The  classification  of  a  bulletin  is  indicated  by  its  letter 
classification  in  parentheses  after  the  bulletin's  number,  e.g.,  98-12(A). 

C.  RESPONSmiLITIES. 

1 .    Every  member  shall  maintain  personal  copies  of  each  Class  "A"  Department  Bulletin, 
retain  their  personal  copy  of  it  until  the  bulletin  expires  or  is  superseded  by  a  more 
permanent  directive,  acquire  and  maintain  a  working  knowledge  of  its  contents  and 
comply  with  its  provisions.  Members  shall  famiharize  themselves  with  the  contents 
of  Class  "B"  and  Class  "C"  Bulletins,  particularly  those  that  concern  the  functioning 
of  their  organizational  unit. 
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2.   The  Commanding  Officer  or  Officer-in-Charge  shall  ensure  that  copies  of  all 

Department  Bulletins  are  maintained  at  the  unit  and  are  accessible  to  members  at  all 
times. 

D.  PREPARATION.  The  Planning  Division  is  responsible  for  coordinating  the  publication  and 
distribution  of  Department  Bulletins  and  for  maintaimng  additional  copies. 

E.  EXPIRATION.  Department  Bulletins  and  their  provisions  shall  expire  two  (2)  years  after 
their  date  of  issuance. 

F.  DISTRIBUTION. 

1 .  The  Commanding  Officer  or  Officer-in-Charge  shall  ensure  that  each  member  of  his 
or  her  imit  receives  and  signs  for  all  Class  "A"  Bulletins  on  the  Training/Written 
Directives  Log  form  (SFPD  444). 

2.  The  Training/Written  Directives  Log  shall  not  be  put  in  the  member's  P.I.P.  binder 
but  retained  at  his  or  her  unit  in  a  training  binder  kept  in  the  office  of  the  unit's 
Commanding  Officer  or  OfiBcer-in-Charge. 

3.  Class  "B"  and  Class  "C"  Bulletins  shall  be  published  in  sufficient  quantity  to  ensure 
availability  at  every  Department  unit. 

G.  REVIEW.  The  Staff  Inspection  Unit  shall  be  responsible  for  continually  reviewing 
Department  Bulletins.  When  needed,  Staff  Inspection  personnel  shall  contact  the 
bulletin's  issuer  90  days  prior  to  the  expiration  date,  either  to  effect  the  bulletin's 
reissuance,  its  incorporation  into  the  appropriate  Department  General  Order,  or  expiration 
without  further  action. 

m.  DEPARTMENT  CRIME  BULLETINS 

Department  Crime  Bulletins  contain  information  on  wanted  subjects,  crimes  and  crime 
patterns.  They  are  issued  by  the  Chief  of  Police  and  are  distributed  Department -wide. 

A.  INDEXING.  Department  Crime  Bulletins  are  indexed  by  year  and  are  sequentially 
numbered,  e.g.,  98-12. 

B.  RESPONSmiLlTIES.  The  Commanding  Officer  or  Officer-in-Charge  shall  ensure  that 
copies  of  all  Department  Crime  Bulletins  are  maintained  at  the  unit  and  are  accessible  to 
members  at  aU  times. 
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C.  EXPIRATION.  Department  Crime  Bulletins  expire  two  (2)  years  after  their  date  of 
issuance. 

D.  PREPARATION.  The  Inspectors  Bureau  is  responsible  for  coordinating  the  publication 

and  distribution  of  Department  Crime  Bulletins  and  is  also  responsible  for 
maintaining  additional  copies. 

IV.  BUREAU  GENERAL  ORDERS 

Bureau  General  Orders  contain  permanent  directives  issued  by  the  Deputy  Chief  of  the 
Administration,  Airport,  Field  Operations  or  Inspectors  Bureau.  Bureau  General  Orders  may 
be  directed  to  all  tmits  within  a  bureau  and  remain  in  effect  until  amended,  superseded  or 
rescinded. 

A.  APPROVAL  AND  INDEXING.  Bureau  General  Orders  shall  be  approved  and  indexed  by  the 
appropriate  Deputy  Chief  and  approved  by  Department  legal  staff.  Bureau  General 
Orders  shall  not  confhct  with  established  Department  policies  or  procedures. 

B.  RESPONSroiLITIES.  The  Commanding  Officer  or  Officer-in-Charge  shall  ensure  that 
copies  of  all  applicable  Bureau  General  Orders  are  maintained  at  the  unit  and  are 
accessible  to  members  at  all  times.  Bureau  General  Orders  shall  be  placed  in  a  binder 
with  an  index  and/or  table  of  contents.  Members  shall  comply  with  the  provisions  of 
Bureau  General  Orders.  A  copy  of  each  Bureau  General  Order  shall  be  forwarded  to  the 
Legal  Division,  which  shall  maintain  a  permanent  file  of  all  such  orders. 

V.  UNIT  GENERAL  ORDERS 

Unit  General  Orders  contain  permanent  directives  issued  by  the  unit's  Commanding  Officer 
or  Ofificer-in-Charge.  LJnit  General  Orders  are  directives  that  apply  to  specific  umt 
operations,  and  remain  in  effect  until  amended,  superseded  or  rescinded. 

A.  APPROVAL  AND  INDEXING.  Unit  General  Orders  shall  be  approved  and  indexed  by  the 
appropriate  Deputy  Chief  and  approved  by  Department  legal  staff. 

B.  RESPONSIBILITIES.  The  Commanding  OfiQcer  or  Officer-in-Charge  shall  ensure  that 
copies  of  all  applicable  Unit  General  Orders  are  maintained  at  the  unit  and  are 
accessible  to  members  at  all  times.  Unit  General  Orders  shall  be  placed  in  a  binder  with 
an  index  and/or  table  of  contents.  Members  shall  comply  with  the  provisions  of  Unit 
General  Orders.  A  copy  of  each  Unit  General  Order  shall  be  forwarded  to  the  Legal 
Division,  which  shall  maintain  a  permanent  file  of  all  such  orders. 
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VI.       PERSONNEL  ORDERS 


Personnel  Orders  are  issued  by  the  Chief  of  Police  to  announce  personnel  changes  (e.g., 
transfers,  assignments,  separations)  in  the  Department. 

Vn.       DEPARTMENT  MEMORANDA 

A.  NATURE  OF  MEMORANDA  AND  DISCLOSURE. 

1 .  Memoranda  are  intemal  written  communication  used  to  inform,  inquire  or  direct. 

2.  The  Legal  Division  is  the  department's  custodian  of  records  and  agent  for  the 
disclosure  of  documents  pursuant  to  criminal  or  civil  discovery  law  and  for  the 
disclosure  of  documents  under  the  California  Public  Records  Act  (Cal.  Govt. 
Code  §6254,  et  seq.)  and/or  the  City's  Sunshine  Ordinance  (San  Francisco 
Administrative  Code,  Chapter  67,  Section  III.).  All  requests  for  such  documents 
shall  be  routed  through  the  Legal  Division. 

3.  Members  shall  not  disclose  department  memoranda  or  notes,  drafts  or  other 
source  materials  used  to  prepare  department  memoranda  to  members  outside  of 
their  chain  of  command  or  to  any  person  or  organization  outside  of  the  department 
unless  authorized  to  do  so. 

4.  Unauthorized  disclosure  of  official  department  information  or  information 
purported  to  be  official  department  information  will  subject  any  member  involved 
in  the  disclosure  to  disciplinary  action  under  this  order  and  Department  General 
Order  2.01. 

B.  MEMORANDUM  ORDERS.  Memoranda  to  subordinates  written  in  directive  terms 
have  the  effect  of  an  order  and  shall  be  compUed  with  as  such. 

C.  FORMAT,  APPROVAL  AND  ROUTING.  Memoranda  shall  be  submitted  on  form  SFPD 
68  and  routed  through  the  chain  of  command.  Memoranda,  except  memorandum 
orders,  shall  be  routed  upward  through  the  author's  chain  of  command  and  shall  be 
addressed  to  the  member's  Commanding  Officer  or  Officer-in-Charge.  Copies  of 
memoranda  shall  not  be  sent  directly  to  members  outside  of  the  author's  chain  of 
command.  The  routing  and  forwarding  of  memoranda  is  a  matter  of  command 
discretion.  This  section  does  not  apply  to  memoranda  described  in  DGO  1 1.07. 
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Vm.  RESTRICTIONS  ON  USE  OF  DEPARTMENT  PROPERTY.  Members  shall  not  wnte 
personal  correspondence  during  duty  hours.  Members  shall  not  use  department  property 
to  write  personal  correspondence. 

IX.  DEPARTMENT  LETTERHEAD  STATIONERY 

Department  letterhead  stationery  is  used  for  external  communication.  Only  members 
authorized  by  the  Chief  of  Police  or  their  Deputy  Chief  shall  correspond  on  Department 
letterhead  stationery. 

X.  DEPARTMENT  MANUALS 

Department  Manuals  are  publications  containing  policies,  procedures  and  directives  of  a 
specialized  nature,  some  of  which  may  be  comprehensive  extensions  of  existing 
Department  General  Orders. 

A.  The  Commanding  Officer  or  Officer-in-Charge  shall  ensure  that  copies  of  all 
Department  Manuals  are  maintained  at  the  unit  and  are  accessible  to  members  at  all 
times. 

B.  Members  shall  comply  with  the  provisions  of  Department  Manuals. 


References 

SFPD  Record  Destruction  Schedule 

DGO  2.01,  General  Rules  of  Conduct  (Rules  7.  and  10.) 

Cahfomia  Government  Code 

San  Francisco  Administrative  Code 
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TERMS  AND  DEHNITIONS 

This  order  clarifies  and  standardizes  the  meanings  of  certain  terms  commonly  used 
throughout  the  Department.  The  following  terms  will  be  interpreted  in  all 
Department  communication  according  to  these  definitions^  except  when  another 
definition  is  specifically  stated. 


I.  POUCY 

TERM 

City  and  County: 

Charter: 

Commission: 

Chief: 

Department" 

Bureau: 

Divisioiu 

District 

Section: 

Unit: 

Squad: 
Secton 


DEFINTnON 

The  City  and  County  of  San  Francisco. 

The  Charter  of  the  City  and  County  of  San 
Francisco. 

The  Police  Commissioru 

The  Chief  of  Police. 

The  San  Francisco  Police  Department 

A  primary  subdivision  of  the  Department 

A  primary  subdivision  of  a  bureau. 

An  administrative  area  composed  of  patrol 
sections,  sectors  and  beats  commanded  by  a 
captain. 

A  geographic  subdivision  of  a  district  or 
an  organizational  sub-imit  of  a  division. 

A  subdivision  of  a  section  or  a  synonym  for 
any  organizational  subdivision. 

A  group  of  officers  supervised  by  a  sergeant 

An  area  of  motorized  patrol. 
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Beat: 
Post 

Memben 
Officer 

Supervisory  Officer: 
Commanding  Officen 
0££icer-in-Charge: 

Commissioned  Officen 

Non-Commissioned  Officer: 
Patrol  Special  Officer. 


Assistant  Patrol 
Special  Officer, 


Week: 


An  area  of  foot  patrol. 

A  fixed  location  to  which  a  member  is 
assigned. 

Any  sworn  officer  or  non-sworn  employee  of 
the  San  Francisco  Police  Department 

Persons  appointed  to  the  Department  as  full- 
time,  regtdarly  salaried  police  officers  under 
Section  830.1  of  the  California  Penal  Code. 

An  officer,  usually  a  sergeant,  assigned  to 
directly  supervise  subordinates. 

An  officer,  usually  holding  a  rank  of  captain, 
in  charge  of  any  imit  of  the  Department 

In  the  absence  of  a  commanding  officer,  the 
senior-ranking  officer  present  for  duty  in  a 
unit. 

An  officer  holding  the  rank  of  lieutenant  or 
higher. 

An  officer  holding  the  rank  of  sergeant 

A  private  patrol  person  appointed  by  the 
Police  Commission  under  Section  3.536  of 
the  Charter  as  the  owner  of  a  Patrol  Special 
Beat 


A  private  patrol  person  appointed  by  the 
Chief  of  PoUce  to  assist  a  Patrol  Special 
Officer. 

Seven  (7)  successive  twenty-four  (24)  hour 
periods  commencing  at  0001  hours  Sunday. 


Day: 

Watch: 

ShaU/  Will/  Must: 

May: 

Should: 

Policy: 

Procedure: 

Chain  of  Command: 
Superior  Officer 

Reserve  Officer 
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The  twenty-four  (24)  hour  period 
commencing  at  0001  hours  and  ending  at 
2400  hours  the  same  date. 

A  toxir  of  consecutive  hours  within  a  day  or 
overlapping  into  another  day. 

Mandatory. 

Permissive. 

Permissive,  but  recommended. 

Overall  plan,  general  goal,  philosophy. 

A  luiiform  process  by  which  tasks  are 
accomplished. 

Hierarchy  of  authority. 

A  commissioned  or  non-commissioned 
officer  in  charge  of  subordinates. 

Part-time  police  officer  appointed  by  the 
Chief  of  Police  piusuant  to  830.6  P.C 
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FACILITIES  MANAGEMENT 

This  order  establishes  policy  for  the  maintenance  of  Department  facilities,  including 
the  responsibilities  of  commanding  officers  and  facility  coordinators. 

I.  POUCY 

A.  GENERAL  RESPONSIBILITIES.  The  Chief  of  Police  has  authority  over  police 
facilities.  The  Planning  Division  Department  Facility  Manager  and  the  Staff 
Inspection  Unit  are  responsible  for  monitoring  facilities  and  ensuring 
compliance  with  this  order. 

B.  CONSTRUCTION  AND  MODIFICATION  APPROVAL.  The  Commanding 
Officer  of  the  Plaiming  Division  must  approve  all  work  on  Department 
facilities.  The  following  require  prior  approval: 

1.  Using,  renting  or  borrowing  Department  property  or  space. 

2.  'Altering  the  facility.  Alterations  include  painting,  decorating,  or 
permanently  attaching  anything  to  the  walls,  ceiling,  doors,  interior  or 
exterior  surfaces. 

3.  Attaching  any  eqxupment  to  the  facility.  Equipment  is  defined  as,  but  not 
limited  to,  electrical  equipment  that  does  not  simply  plug  in,  partitions, 
nailed  or  bolted  items,  plumbing,  sporting  or  gym  equipment, 
commiuiications  equipment,  vending  machines,  display  cases,  and  fixed 
furniture. 

4.  Removing  or  relocating  equipment,  fixtures,  or  building  parts. 

C  COMMANDING  OFFICERS'  RESPONSIBILITIES.  Commanding  officers  of 
each  facility  shall  designate  one  member  to  act  as  the  Facility  Coordinator. 

D.  DUTIES  OF  FAaLITY  COORDINATORS.  Facility  coordinators  shall  ensure 
that: 

1.   ALTERATIONS.  Any  alteration  or  change  of  room  function  receive  prior 
approval. 
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2.  LOCKS.  Locks  are  not  altered  or  combinations  (station  locks)  changed 
without  the  pennission  of  the  Planning  Division. 

3.  WINDOW  COVERINGS.  Curtains,  blinds,  or  window  coverings  are  installed 
only  with  permissioiu 

4.  LANDSCAPE.  Plantings  or  landscaping  is  not  changed. 

5.  SMOKING.  Smoking  is  permitted  in  approved  areas  only  (violators  will  be 
subject  to  discipline). 

6.  LOCKERS.  The  locker  number  assigned  each  member  is  forwarded  to  the 
Plaiming  Division.  Lockers  are  maintained  in  a  serviceable  condition  and 
nothing  is  written  on,  glued,  taped  or  affixed  to  them  other  than  the 
number  and  the  member's  name. 

7.  SIGNS.  Signs  are  not  removed  or  altered,  or  new  signs  posted  without 
authorization. 

8.  DAMAGE.  Any  damage  or  needed  repair  is  reported  to  the  Commanding 

9.  SANITATION.  The  fadlity  is  kept  dean  and  sanitary  inside  and  out,  and 
that  janitorial  services  are  monitored. 

10.  unLmES.  Gas,  electrical  and  plxmibing  fixtures  are  operating  properly. 

11.  REPAIRS.  Repairs  are  prioritized  and  coordinated  daily. 

12.  REQUESTS.  Aiuixial  capital  improvement  requests  are  prepared. 

13.  KEYS.  Keys  issued  to  officers  who  are  transferred  be  returned. 

14.  HAZARDS  (INSPECTION,  IDENTinCATION  &  CORRECTION).  See  Injuru  & 
Illness  Prevention  Program  (UPP)  DM-01. 
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PURCHASING  POLICY  AND  PROCEDURES 

This  order  describes  the  policy  and  procedures  for  requesting  any  Department 
expenditure  of  funds. 

I.  POLICY 

A.  AUTHORIZATION.  It  is  the  policy  of  the  San  Francisco  Police  Department 
that  all  purchases  and  expenditures  of  funds  for  any  piupose  must  have  prior 
written  authorization  from  the  Fiscal  Division,  except  for  items  covered  by 
existing  contracts  or  procedxires  (e.g.,  obtaining  gasoline  for  City  facilities  or 
ordering  supplies  from  the  Property  Control  Section).  Any  purchase  of 
equipment,  supplies  or  services  (e.g.,  repair  of  machines  and  other 
equipment,  professional  fees,  etc)  without  prior  written  authorization  will 
not  be  honored  for  payment 

II.  PROCEDURES 

A.  REQUESTS.  To  request  a  purchase  or  to  make  an  order,  complete  a 
memorandum  (SFPD  68)  and  include  the  following  information: 

1.  Unit  requesting.   Include  the  address,  room  number,  phone  number  and 
contact  person. 

2.  Description  of  item,  equipment  or  service. 

3.  Reason  the  item,  equipment  or  service  is  needed. 

4.  Vendor,  address,  phone  number  and  contact  person. 

5.  Cost 

B.  APPROVAL.   After  approval  of  the  commanding  officer,  forward  the 
memorandiun  and  any  documents  to  the  appropriate  deputy  chief  for 
approval.  After  approval,  the  package  of  documents  will  be  forwarded  to  the 
Fiscal  Division. 

C.  EMERGENCIES.   If  an  emergency  occurs  during  normal  business  hours, 
contact  the  Department's  Accounting  Office  immediately.   If  the  emergency 
occurs  during  non-business  hours,  contact  the  Operatioiis  Center  and  notify 
the  Accounting  Office  during  the  first  hoiar  of  operation  on  the  next  biosiness 

day. 
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GENERAL   ORDER  07/20/94 

DEPARTMENT  WEAPON  RETURN  PANEL 

This  order  establishes  the  policies  and  procedures  for  processing  and  reviewing 
requests  by  officers  to  reinstate  their  privilege  to  carry  a  firearm. 

I.  POUCY 

A.  GENERAL  DUTIES.  It  is  the  poUcy  of  the  San  Francisco  PoUce  Department 
that  the  Department  Weapon  Return  Panel  review  any  request  to  reinstate  an 
officer's  privilege  to  carry  a  firearm.  The  panel  shaU  review  aU  documents, 
which  may  include  court  orders,  doctor's  certificates  and  recommendations, 
reports  from  the  Officer-in-Charge  of  the  Police  Range  and  the  officer's 
commanding  officer,  or  any  other  pertinent  documentation. 

B.  COMPOSITION.  The  Department  Weapon  Return  Panel  shaU  consist  of  the 
following  members: 

1.  Deputy  Chief  of  Administration  (Chair). 

2.  Commanding  Officer,  Staff  Services  Division. 

3.  -Commanding  Officer,  Legal  Division. 

4-    Commanding  Officer,  Management  Control  Division. 

5.  Commanding  Officer  of  the  requesting  officer. 

6.  PoUce  Physician,  if  requested  by  the  Chair  (non-voting  advisory  capacity). 

C  MEETINGS.  The  Chair  will  schedule  meetings  of  the  panel  whenever 

requests  for  reinstatement  to  carry  a  weapon  are  received.  The  panel  will  also 
meet  prior  to  a  calendared  Superior  Court  8103  W  &  I  hearing  involving  anv 
officer  of  the  Department  *     ^ 

D.  QUORUM/CONSENSUS.  A  quorum  shall  consist  of  the  Chair  and  two 
votmg  members    Any  recommendation  must  be  supported  by  a  majority  of 
the  votmg  members  present  )      '■y  ^'^ 

E   RECOMMENDATIONS/AUTHORITY  OF  THE  CHIEF.  The  panel  will 
recommend  to  the  Oiief  of  Police  whether  or  not  to  reinstate  an  officer's 
privilege  to  carry  a  firearm  and  may  also  recommend  conditions  for 
remstatement;  however,  the  decision  to  reinstate,  set  conditions,  or  revoke  an 
officer's  privilege  to  carry  a  firearm  rests  with  the  Chief  of  PoHce 
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F.  CONDITIONAL  REINSTATEMENT.  Any  officer  who  has  his/her  privilege 
to  carry  a  firearm  reinstated  after  it  was  revoked  due  to  psychological  reasons 
(e.g.,  stress  disability,  5150  W  &  I  detention,  etc),  alcohol  or  drug  use,  or  acting 
in  a  threatening  manner,  will  be  monitored  by  his/hei  Commanding  officer 
for  a  period  of  six  months.  During  this  period,  the  Commanding  Officer  may 
recommend  to  the  Chief  that  the  officer  be  referred  for  additional 
psychological  evaluation  if  observed  behavior  warrants  such 
recommendation. 

II.  PROCEDURES 

A.  REQUESTS  TO  THE  DEPARTMENT  WEAPON  RETURN  PANEL 

1.  DUTIES  OF  OFHCERS.  The  officer  must  request  reinstatement  by 
memorandum  through  his/her  commanding  officer.    All  supporting 
documents  (including  court  orders)  must  be  provided  with  the  request. 

2.  DUTIES  OF  COMMANDING  OFHCERS.  Commanding  officers  must  ensure  that 
all  necessary  documents  are  provided  to  'he  panel.  The  officer's  request 

^  and  supporting  documents  shall  be  handled  confidentially  and  sent  to  the 

^  Deputy  Chief  of  Administration  in  a  sealed  envelope. 

B.  SECTION  8103  W  &  I  PETTnONS/ HEARINGS 

1.  MEETING  OF  THE  PANEL.  An  8103  W  &  I  petition  initiates  a  court  hearing  to 
determme  whether  a  person  can  lawfully  possess  a  firearm.   When  sudi  a 
hearmg  involves  an  officer  of  the  Department,  the  Department  Weapon 
Return  Panel  will  meet  prior  to  the  scheduled  hearing  to  recommend  a 
course  of  action  to  the  Chief  of  Police. 

2.  OFHCER'S  RESPONSE  TO  PETITION.  When  responding  to  a  petition  filed  with 
the  court  under  Section  8103  W  &  I,  officers  must  provide  a  copv  of  their 
response  to  their  commanding  officers. 
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GENERAL   ORDER  07/20/94 

RESIDENCE  CERTIHCATION 

This  order  delineates  the  procedures  for  members  to  inforai  the  Department 
whenever  they  change  their  residence  address,  tax  stahis,  or  personal  information. 

I.   PROCEDURES 

A.  RESPONSIBIUITES  OF  MEMBERS 

1.  NEW  ASSIGNMENT.  On  the  first  day  of  work  with  the  Department  or  when 
transferred  to  a  new  unit,  complete  a  Certificate  of  Residence  (SFPD  11)  in 
triplicate  and  submit  it  to  your  commanding  officer  or  officer-in-charge. 

2.  CHANGES.  Complete  a  new  Certificate  of  Residence  whenever  any  of  the 
following  occur: 

a.  Your  residence  telephone  number  changes. 

b.  Your  residence  address  changes. 

c    The  name  of  the  person  to  notify  in  an  emergency  changes. 

d  You  change  your  name.  In  this  case,  list  your  formername  under 
"Optional  Information." 

3.  CHANGE  OF  NAME /ADDRESS/TAX.  If  your  name,  address  or  tax  status 
changes,  also  go  to  the  Payroll  Section  and  prepare  a  new  W-4  form. 

B.  RESPONSIBIUTY  OF  THE  COMMANDING  OFnCER/OFHCER-IN-CHARGE 

Forward  the  original  Certificate  of  Residence  to  the  Personnel  Division  and  a 
copy  to  the  Operations  Center.  Retain  a  second  copy  at  the  unit. 
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GENERAL  ORDER  Rev.  02/12/97 

DEPARTMENT  ACCIDENT  BOARD  OF  REVIEW 

This  order  establishes  the  Department  Accident  Board  of  Review  (DABOR)  and  its 
concomitant  Department  Accident  Advisory  Committee.    The  order  also  establishes 
disciplinary  gtiidelines  for  members  who  are  responsible  for  collisions. 

I.   DUTIES  OF  DABOR 

It  is  the  policy  of  the  San  Frandsco  Police  Department  that  the  Department 
Accident  Board  of  Review  (DABOR)  review  all  member-involved  collisions 
reportable  pursuant  to  Department  General  Order  Z06,  Vehicle  Accidents 
Involving  Members.   DABOR  shall  also  determine  causative  factors,  compliance 
with  Department  policies  and  procedures,  and  recommend  disciplinary  action. 

n.  DABOR  MEMBERS.    DABOR  shaU  be  composed  of  the  foUowing  members: 

A.  Commander  assigned  to  the  Field  Operations  Bureau. 

B.  Commander  of  the  Special  Operations  Divisioru 

1.  The  Deputy  Chief  of  Field  Operations  shall  designate  a  Commander 
assigned  to  the  Field  Operations  Bureau  as  the  Chair.  The  Chair  shall 
designate  a  member  of  DABOR  as  the  acting  Chair  to  serve  during  his/her 
absence. 

C  Commanding  Officer  of  the  Traffic  Company. 

D.  DABOR  Secretary  selected  by  the  Chair  (non-voting). 

E  Member  of  the  Training  Division's  Emergency  Vehicle  Operations  Unit  (non- 
voting). ^ 
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m.    REVIEW  OF  MEMBER-INVOLVED  COLLISIONS 

A.  COLLISION  REVIEW.  DABOR  Chair  shaU  review  all  vehicle  collisions 
involving  members.   When  necessary,  the  Chair  shall  call  meetings  of 
DABOR  to  examine  collision  packets,  reviewing  the  Supervisory 
Investigation  and  Commanding  Officer  Administrative  Investigation. 
DABOR  may  either  approve,  modify  or  overrule  the  conclusions  in  these 
reports. 

B.  DABOR  HEARINGS.   DABOR  may  hold  a  hearing  to  review  collisions  to 
determine  if  a  member  is  responsible.  DABOR  may  also  hold  a  hearing  to 
review  any  collision,  regardless  of  the  determination  of  responsibility, 
whenever  the  Chair  deems  it  necessary. 

1.  QUORUM.  A  quonmi  shall  consist  of  three  voting  members. 

2.  CONSENSUS.   A  simple  majority  of  voting  members  is  required  to  sustain  a 
disciplinary  recommendation.  In  cases  where  agreement  cannot  be 
reached,  the  matter  shall  be  referred  to  the  Chief  of  Police. 

C  RIGHTS/REPRESENTATION/REVIEW  OF  MATERIAL.    The  member  shall 
receive  a  written  notification  fourteen  (14)  days  prior  to  the  DABOR  hearing 
Tlie  notification  shall  include  a  synopsis  of  Peace  Officer  Rights  as  outlined  in 
Department  General  Order  2.08,  Peace  Officers'  Rights.  In  addition  the 
member  shall  be  afforded  the  opportunity  to  examine  all  the  materials  that 
are  to  be  considered  by  the  Board. 
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D.  DISCIPLINARY  RECOMMENDATIONS.  After  careful  and  thorough  review 
of  documents,  materials  and  statements  regarding  the  collision,  DABOR  shall 
make  recommendations,  subject  to  the  approval  of  the  Chief  of  Police. 
Recommendations  will  be  based  upon  a  progressive  disdplinary  schedule 
within  a  fixed  time  frame  of  five  (5)  years. 

1.  Counseling  by  the  member's  commanding  officer  aiul  a  Letter  of 
Responsibility. 

2.  Chief's  Letter  of  Reprimand 

3.  One  (1)  to  ten  (10)  day  susper^ion. 

4.  Police  Commission  Hearing. 

E   DOCUMENTATION  OF  DISCIPLINARY  ACnON.  Counseling,  written 
reprimand.  Letter  of  ResponsibiHty,  or  suspension  will  be  documented  in  the 
member's  personnel  file  and,  if  applicable,  in  the  member's  PIP  file. 

F.   ADDITIONAL  NON-DISCIPLINARY  ACnON.   DABOR  may,  with  or 

without  a  hearmg  on  a  member-involved  collision,  order  the  suspension  of 
the  member's  department  driving  privilege  pending  re-training  in 
emergency  vehicle  operations,  or  order  retraining  without  suspension  of 
dnvmg  privileges.   Any  such  action  shall  be  considered  a  performance 
improvement  measure  and  shaU  not  be  construed  as  discipline 


Referencpt; 


DGO  2.06,  Vehicle  Accidents  Involving  Members 

DGO  5.05,  Response  and  Pursuit  Driving 

Administrative  Investigations  of  Member-Involved  Vehicle  Collisions  (DM-14) 
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GENERAL    ORDER  07/20/94 

COURT  APPEARANCES  BY  MEMBERS 

This  order  establishes  policy  for  honoring  subpoenas  and  outlines  procedures  for 
processing  and  serving  subpoenas. 

I.  POLICY 

A.  RESPONSIBILITY  TO  HONOR  SUBPOENAS.  Members  receiving  subpoenas 
from  competent  authority  are  reqiilred  to  appear  as  directed. 

1.  VACATION/PERSONAL  LEAVE.  Members  on  vacation  or  personal  leave 
must  appear  in  court  as  directed,  except  when  explicitly  excused  by  the 
assistant  district  attorney  handling  the  case  or  by  the  attorney  issuing  the 
subpoena. 

2.  SICK  OR  DISABILITY  LEAVES.  Members  on  sick  or  disability  leave  must 
appear  in  court  vmless  they  are  physically  unable. 

3.  SUSPENSIONS.  Members  who  are  suspended  must  appear  in  court  when 
.ordered. 

4.  ON  OR  OFP  Dimr.  Members  on  or  off  duty  shall  also  appear  in  court  when 
ordered. 

B.  DISCIPLINE  POLICY.  Commanding  officers  shall  route  information 
pertaining  to  instances  of  unexcused  nonappearances  to  the  Management 
Control  Division  which  will  maintain  files  to  identify  repeat  offenders    (See 
SFPD  Disciplinary  Penalty  &  Referral  Guidelines) 

C  COMPENSATION.  See  DGO  ILOl,  Personnel  Compensation- 
D.  COURT  ATTIRE 

1.   MALE  MEMBERS.  Male  members  appearing  in  court  or  at  the  Youth 
Guidance  Center  (YGC)  to  testify  shaU  be  neat  in  appearance  and 
conservatively  dressed  in  a  suit  or  sport  coat  and  slacks,  including  shirt 
and  tie.  Jeans  shall  not  be  worn.  ^ 
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2.  FEMALE  MEMBERS.  Appropriate  attire  for  female  members  shall  consist  of 
suits,  including  pantsuits,  tailored  dresses  or  any  coordinated  ensemble  of 
coat,  jacket,  sweater,  blouse,  skirt  or  tailored  slacks.  Jeans  shall  not  be 
worn. 

3.  UNIFORMED  MEMBERS.  A  uniformed  member  on  duty  at  the  time  of  the 
court  hearing  shall  appear  in  uniform.  An  off-duty  officer  may  also  be 
properly  attired  in  his/her  uniform  when  appearing  in  court 

II.  PROCEDURES 

A.  SUBPOENA  SERVICE 

1.  Subpoenas  deUvered  to  the  Department  should  be  routed  through  the 
Court  Uaison  Unit.  The  Court  Liaison  Unit  wiU  log  the  subpoenas  in  a 
master  log  by  court  date,  forward  them  to  the  units  for  service,  and  check 
to  assure  they  are  being  returned.  Returned  subpoenas  will  then  be  sent 
back  to  the  issuing  authority. 

2.  Subpoenas  received  directly  at  a  unit  shaU  be  served  and  honored  and  a 
copy  sent  immediately  to  the  Court  Liaison  Unit  for  entry  in  the  master 
log. 

3.  When  serving  a  subpoena  on  a  member,  ensure  that  the  member  initial  it 
above  his/her  name  on  the  original. 

B.  DESIGNATING  A  SUBPOENA  OFRCER.  The  commanding  officer  of  each 
umt  charged  with  serving  subpoenas  shall  designate  one  member  as  the 
subpoena  officer  to  maintain  records  and  serve  subpoenas. 

C  SERVING  SUBPOENAS  ON  CIVnJANS/ DUTIES  OF  THE  SUBPOENA 
OFFICER 


1. 


UNIT  SUBPOENA  LOG.  Maintain  a  subpoena  log  in  a  loose-leaf,  three-ring 
binder  usmgSFPD  186,  'OJnit  Subpoena  Log. "^Complete  the  log  a^o^g 
to  the  mstructions  on  the  form  and  organize  it  in  the  binder 
chronologically  by  court  date. 
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2.  SERVICE.  When  serving  a  subpoena  by  personal  service,  connplete  and  sign 
the  bottom  portion  of  the  original  and  include  your  title.   Forward  the 
served  subpoena  in  an  envelope  addressed  to  the  Court  Liaison  Unit  at 
least  two  working  days  before  the  court  date. 

3.  EXTENSION.  If  additional  time  is  required  to  serve  a  subpoena  (e.g.,  the 
witness  will  be  available  at  a  later  date)  it  may  be  held;  however,  the 
District  Attorney's  Office  must  be  notified.   For  Municipal  Court 
subpoenas,  notify  the  District  Attorney's  Subpoena  Unit.    For  Superior 
Court  subpoenas,  notify  the  district  attorney  issuing  the  subpoena. 

4.  SUBPOENAS  SERVED  BY  INSPECTORS.   When  possible,  subpoenas  that  must 
be  served  by  inspectors  shall  be  served  during  on-duty  hours.  Subpoena 
service  does  not  necessarily  require  the  presence  of  two  inspectors. 

D.  SUBPOENAS  SERVED  ON  MEMBERS 

1.  CHANGE  OF  DATE.  If  a  court  date  is  changed  by  the  assigned  attorney,  the 
member  shall  agree  to  the  substitute  date  if  possible.  The  attorney  must 
then  provide  a  new  subpoena  or  amend  the  original. 

2.  CANCELLATIONS.  It  is  important  that  members  be  notified  as  soon  as 
jx)ssible  when  a  court  cancellation  form  is  received  at  the  member's  work 
place.  If  a  court  date  is  canceled,  the  Court  Liaison  Unit  wiU  notify  the 
member  by  sending  a  copy  of  the  "Officer  Court  Cancellation"  form  to  the 
member's  unit. 

a.  When  receiving  a  court  cancellation  form,  the  lieutenant  shall  direct  it 
to  the  member  and  have  him/her  initial  it  and  include  the  date  and 
time  of  notification. 

b.  If  a  court  cancellation  form  is  received,  but  the  member  is  off  duty  and 
will  not  return  to  duty  prior  to  the  court  date,  the  lieutenant  will 
attempt  to  notify  the  member  at  home.  If  the  notification  is  made  by 
telephone,  the  lieutenant  will  indicate  on  the  cancellation  form  that 
the  member  was  notified  along  with  the  date  and  time  of  notification. 
Notified  officers  will  not  receive  compensation  for  attending  canceled 
court  cases. 
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3.  ERRORS.  If  a  member  receives  a  subpoena  mdicating  a  court  date  on  a 
Saturday,  Sunday  or  a  legal  holiday,  he/she  shall  contact  the  district 
attorney  to  clarify  the  matter.  Court  overtime  claims  cannot  be  submitted 
for  times  the  courts  are  dosed. 

4.  MULTIPLE  SUBPOENAS.  If  a  member  receives  subpoenas  for  the  same  date 
and  time,  but  for  different  courts,  the  district  attorney  can  make 
adjustments  after  the  member  signs  the  Court  Sign-In  Sheet.   A  member 
subpoenaed  to  court  outside  the  Hall  of  Justice  at  the  same  date  and  time 
he/she  is  subpoenaed  to  a  Hall  of  Justice  courtroom  should  contact  the 
attorneys  indicated  on  the  subpoenas  as  soon  as  the  conflict  is  noticed. 

5.  STANDBY  SUBPOENAS 

a.    COURT  SUBPOENAS.  A  member  receiving  a  court  standby  subpoena 
shall  follow  the  instructions  on  the  subpoena  regarding  the  call-in 
times  to  determine  whether  his/her  appearance  is  required.  Members 
shall  not  phone  for  each  other. 

b   EXTENDED  STANDBY.  Members  shall  not  agree  to  be  on  telephone 
■standby  for  an  extended  period.  Members  must  be  subpoenaed  for  each 
date. 

6.  YOUTH  GUIDANCE  CENTER  HEARING  REQUESTS 

a.  NOTICE.  Members  are  required  to  appear  at  juvenile  hearings  on  short 
notice  because  of  existing  court  decisions  requiring  a  hearing  to  be  held 
within  24  hours  of  a  detainment  request. 

b   REQUESTS.  The  Youtii  Guidance  Center  (YGC)  shaU  direct  written  or 
telephone  requests  for  officers  to  the  Juvenile  Division  Court  Uaison 
Officer.  Telephone  requests  made  after  1600  hours  shall  be  directed  to 
the  Operations  Center. 

c    LOG.   The  Juvenile  Division  Court  Uaison  Officer  shaU  log  the  time  the 
request  is  received  and  the  time  the  member  is  notified.   In  tiiose 
instances  where  an  officer  is  required  for  a  hearing  with  less  than  24 
hours  notice,  the  JuvenUe  Division  Court  Uaison  Officer  shaU  notify 
YGC  by  telephone  regarding  the  status. 
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7.   DEFENSE  SUBPOENAS.   Members  shaU  immediately  notify  their 

commanding  officer  by  memorandum  when  subpoenaed  or  requested  to 
appear: 

•  As  a  witness  for  the  defense  in  any  criminal  proceeding. 

•  In  any  proceeding  before  the  Police  Conunission. 

•  In  any  dvil  proceeding  in  which  the  Qty  is  a  party. 

•  In  any  proceeding  of  a  criminal,  quasi-criminal  or  administrative 
nature  resulting  ft'om  an  investigation  by  the  Department  or  in  any 
other  way  involving  the  Department. 

a.    The  naemorandum  shall  identify  who  subpoenaed  or  requested  the 
member's  appearance  and  include  a  brief  statement  of  the  testimony 
the  member  expects  to  provide.  Commanding  officers  shall  forward 
these  memoranda  through  channels  to  the  Legal  Division,  which  shall 
ensure  that  proper  notification  is  made. 

_b.   When  the  member's  appearance  will  occur  before  the  Legal  Division 
has  had  a  reasonable  chance  of  receiving  the  nxemorandum  and 
making  the  proper  notification,  the  member  shall  telephone  the  Legal 
Division  for  notification  and  direction.   In  no  event,  either  directly  or 
indirectly,  shall  a  member  who  follows  this  procedure  be  disciplined 
because  of  his/her  appearance  or  testimony. 

SUBMITTING  COMPENSATION  REQUESTS.   With  the  exception  of  civil 
court  appearances,  all  compensation  requests  (overtime  cards)  will  be 
reviewed  and  certified  by  the  Court  Liaison  Unit.   After  the  compensation 
request  is  certified,  it  will  be  forwarded  to  the  member's  commanding  officer 
for  approval  and  subn\ission  on  the  unit  overtime  report.    Commanding 
officers  shall  ensure  that  officers  claiming  court  overtime  were  not  on 
disability  leave  or  sick  leave  on  the  date  of  the  appearance. 

1.   SIGN-IN  LOG.  All  members  appearing  in  court  at  the  Hall  of  Justice  and 
submitting  compensation  requests  must  sign  the  log  maintained  at  the 
Court  Uaison  Unit  immediately  prior  to  their  appearance.   Members  shall 
not  sign  the  log  for  another. 
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2.  COMPENSATION  REQUESTS.  The  compensation  request  must  be  submitted 
with  a  copy  of  the  subpoena  after  the  member's  appearance.   Members 
shall  include  under  "comments"  on  the  compensation  request  whether 
they  testified  and  the  name  of  the  assistant  district  attorney.  If  no 
subpoena  was  issued,  the  member  must  submit  written  certification  from 
the  assigned  assistant  district  attorney  that  the  appearance  was  made. 

3.  YGC.  Members  appearing  in  court  at  the  Youth  Guidance  Center  shall 
submit  a  copy  of  the  subpoena  and  compensation  request  to  the  Juvenile 
Division  Liaison  Officer  in  Room  321  at  Y.G.C. 

4.  OTHER  LOCATIONS.  A  compensation  request  for  a  court  standby  or  court 
appearance  at  a  location  other  than  the  Hall  of  Justice  or  YGC  shall  be 
submitted  directiy  to  the  member's  commanding  officer  no  later  than  the 
member's  next  scheduled  work  day.   The  commanding  officer  will  route 
these  requests  to  the  Court  Liaison  Unit  for  notation  and  return  before 
placing  ihe  compensation  on  the  unif  s  overtime  watch  report. 
Documentation  of  the  appearance  shall  accompany  the  compensation 
request. 

REQUESTS  TO  BE  DETAILED  TO  COURT  UAISON.   Members  who  attend 
both  full  morning  and  afternoon  sessions  (not  conferences  v^th  the  Assistant 
District  Attorney  or  other  activities)  may  elect  to  be  carried  "detailed"  to  the 
Court  Liaison  Unit  for  their  next  scheduled  tovu-  of  duty  instead  of  requesting 
overtime  if  the  following  conditions  exist: 

•  The  member  completed  his/her  previous  tour  of  duty  at  or  after  0200 
hours  on  the  date  of  the  court  attendance. 

•  The  member  is  scheduled  to  begin  his/her  next  tour  of  duty  no  later 
than  2400  hours  on  the  date  of  court  attendance. 

1.   CERTmCATION.  A  member  electing  to  be  carried  detailed  to  the  Court 
Liaison  Unit  shall  have  the  assigned  assistant  district  attorney  certify  that 
the  member  attended  both  full  morning  and  afternoon  sessions  on  the 
member's  copy  of  the  subpoena.   The  member  shall  then  deliver  it  to  the 
Court  Liaison  Uiut  or  the  Operations  Center  if  the  Court  Liaison  Unit  is 
dosed. 
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2.  NOTIFICATION.   The  Court  Liaison  Unit  or  the  Operations  Center  shall 
contact  the  member's  commanding  officer  or  the  on-duty  platoon 
commander  for  verification  and  authorization.    If  authorized,  the  member 
shall  be  carried  "detailed"  to  the  Court  Liaison  Unit  on  the  unif  s  watch 
report.  If  the  Operations  Center  processes  the  request,  it  shall  forward  the 
subpoena  to  the  Court  Liaison  Unit  no  later  than  0900  hours  the  next 
business  day. 

3.  OTHER  LOCATIONS.  If  a  member  appears  other  than  at  the  Hall  of  Justice, 
he/she  shall  have  the  assistant  district  attorney  telephone  the  Court 
Liaison  Unit,  or,  if  appropriate,  the  Operations  Center  to  certify  that  the 
member  attended  boti\  morning  and  afternoon  sessions.   The  Court 
Liaison  Unit  or  the  Operations  Center  shaD  follow  the  verification  and 
authorization  procedures  above.   The  member  must  route  the  signed  copy 
of  the  subpoena  to  the  Court  Liaison  Unit  upon  return  to  duty. 

G.  OFFICER  SIGN-IN  SHEET.  Members  arriving  at  court  for  a  preliminary 
hearing  must  immediately  approach  the  assistant  district  attorney  assigned 
the  case,  identify  themselves,  and  sign  the  Officer  Sign-In  Sheet. 

H.  VACATION,  ILLNESS,  DISABIUTY  EXEMPTIONS  FROM  COURT 
APPEARANCE 

1.  VACATION.  Members  who  wish  to  be  excused  from  court  because  of 
authorized  vacation  leave  must  contact  the  assistant  district  attorney  in 
charge  of  the  case  as  soon  as  possible.  The  decision  to  excuse  the  member 
can  only  be  made  by  the  district  attorney  assigned  the  case.  If  excused, 
members  must  return  the  served  subpoena  through  chaimels  with  an 
attached  copy  of  the  vacation  leave  authorization. 

2.  S.P./D.P.  If  a  member  is  too  ill  or  disabled  to  appear,  he/she  must  provide  a 
doctor's  certification  and  submit  it  to  his/her  commanding  officer.   The 
commanding  officer  must  then  notify  the  subpoena  officer  who  shall 
contact  and  forward  a  copy  of  the  subpoena  along  with  the  doctor's 
certification  to  the  Court  Liaison  Unit. 
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3.   CONTACTING  MEMBERS  ON  SP/DP.  When  a  commanding  officer  receives  a 
subpoena  for  a  member  on  disability  leave  or  extended  sick  leave,  he/she 
shall  inquire  whether  the  member  is  medically  able  to  attend  court.  If  the 
member  is  able,  the  commanding  officer  shall  ensure  that  the  subpoena  is 
served  on  the  member.   Service  may  be  accomplished  by  telephoning  the 
member  at  his/her  residence  and  directing  the  member  to  appear  at  the 
date  and  time  specified.   Telephone  notification  must  be  noted  on  the  copy 
and  forwarded  to  the  Court  Liaison  Unit.  The  member  shall  also  be 
directed  to  appear  at  the  imit  before  the  date  of  the  hearing  to  accept 
personal  service. 
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DEPARTMENT  AWARDS 

The  purpose  of  this  order  is  to  define  formal  Department  awards  given  to  sworn  officers, 
establish  cnteria  for  meriting  awards,  and  outhne  procedures  by  which  awards  are  processed. 

I.    POLICY 

A.  TYPES  OF  AWARDS 

1 .   MEDAL  OF  VALOR.  There  are  three  types  of  medals  of  valor: 

a.-  GOLD  MEDAL  OF  VALOR.  The  Department's  highest  award  for  valor  is 
merited  when  the  following  elements  exist: 

•  Outstanding  bravery  above  and  beyond  that  expected  in  the  line  of  duty. 

•  Where  failure  to  take  such  action  would  not  justify  censure. 

•  Where  risk  of  life  actually  existed  and  the  officer  had  sufficient  time  to 
evaluate  that  risk. 

•  Where  the  objective  is  of  sufficient  importance  to  justify  the  risk. 

•  Where  the  officer  accomplished  the  objective  or  was  prevented  fi-om 
accomplishing  the  objective  by  incurring  a  disabling  injury  or  death. 

b.    SILVER  MEDAL  OF  VALOR.  The  Department's  second  highest  award  for  valor 
IS  merited  when  the  following  elements  exist: 

•  Where  the  officer  manifests  outstanding  bravery  in  the  performance  of  duty 
under  circumstances  not  within  the  provisions  required  for  a  Gold  Medal  of 
Valor. 

.  Where  the  officer  risks  his  or  her  hfe  with  ftill  and  unquestionable  knowledge 
of  the  daiiger  involved,  or  where  a  reasonable  person  would  assume  his  or  her 
lite  was  in  great  danger. 
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•  Where  the  objective  is  of  sufficient  importance  to  justify  the  risk. 

•  Where  the  officer  accomphshed  the  objective,  or  was  prevented  from 
accomplishing  the  objective  by  circumstances  beyond  his  or  her  control. 

c.    BRONZE  MEDAL  OF  VALOR.  The  Department's  third  highest  award  for  valor 
is  the  Bronze  Medal  of  Valor.  The  members  of  the  Awards  Committee  shall 
evaluate  the  objective,  the  risk,  and  the  degree  of  danger,  and  determine  by  their 
vote  whether  a  silver  or  bronze  medal  of  valor  shall  be  granted. 

2.  MERITORIOUS  CONDUCT  AWARD.  The  Meritorious  Conduct  Award  is  men  ted 
by  making  an  investigation  and  arrest  in  a  serious  felony  case  when  it  is  shown  that  the 
arrest  was  made  possible  by  diligent  and  painstaking  research  on  the  part  of  the 
officer,  and  it  clearly  appears  that  the  officer  correctly  weighed  and  evaluated  all  the 
clues  and  circumstances  at  his/her  disposal.  This  award  does  not  consider  arrests  made 
solely  on  the  information  of  an  informant. 

3.  LIFE  SAVING  AWARD.  The  Awards  Committee  may  confer  this  award  after  review 
when  the  following  criteria  are  met: 

a.  A  member  directly  intervenes  in  a  medical  emergency  by  administering  first  aid. 

b.  The  intervention  directly  resulted  in  the  saving  of  the  victim's  life. 

4.  PURPLE  HEART  AWARD. 

a.  The  Awards  Committee  may  award  a  Purple  Heart  to  a  member  of  the  Department 
who  is  wounded  or  receives  a  serious  injury  while  on  or  off  duty  in  an  incident 
within  the  course  and  scope  of  police-related  functions  and/or  responsibilities. 

b.  In  determining  whether  to  grant  a  Purple  Heart  Award,  the  Committee  must 
consider  all  of  the  circumstances,  but  primarily  the  degree  of  injury  and  facmal 
situation  facing  the  officer  during  the  incident. 

•    The  injury  or  wound  must  have  caused  a  serious  impairment  of  physical  condifion 
requiring  professional  medical  treatment,  including  but  not  limited  to  loss  of 
consciousness,  concussion,  bone  fracture,  protracted  loss  of  any  bodily  function  or 
organ,  extensive  suturing  and/  or  serious  disfigurement. 
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•  The  officer  must  have  sustained  the  injury  as  a  direct  or  indirect  result  of  action 

that  the  officer  beheved  necessary  to  prevent  the  loss  of  life  or  serious  injury  to 
civilians  or  other  officers,  and  that  falls  within  the  parameters  of  all  Department 
rules  and  regulations. 

•  The  Award  Committee  should  avoid  granting  this  award  based  on  questionable 

situations  that  might  dilute  the  Award's  importance. 

c.  The  Awards  Screen  Committee  shall  submit  their  recommendations  to  the  full 
Awards  Committee  for  fmal  dispostition.  The  Awards  Committee  may  determine 
what,  if  any,  compensation  should  be  considered  for  the  recipient(s)  of  a  Purple 

•   Heart  Award. 

d.  The  Awards  Committee  is  not  precluded  from  awarding  any  other  medal  of  valor 
that  the  Awards  Committee  believes  is  justified  to  an  officer  who  is  awarded  a 
Purple  Heart. 

5  POLICE  COMMISSION  COMMENDATION.  The  Police  Commission  may  grant 
this  commendation  to  members  for  acts  done  in  the  performance  of  their  duties. 
The  Awards  Committee  may  also  grant  this  commendation  for  noteworthy  acts 
which,  in  their  judgement,  do  not  fall  within  the  criteria  of  the  Medal  of  Valor 
or  the  Meritorious  Conduct  Award. 

6.  UNIT  CITATION  AWARD.  The  Unit  Citation  Award  may  be  conferred  for 
outstanding  performance  by  an  organizational  unit  of  the  Department.  The 

.  accomplishment  must  be  the  result  of  combined  efforts  by  members  of  the  unit.  The 
Chief  of  Police  will  confer  the  award  after  his/her  review  of  the  nomination. 

7.  CAPTAIN'S  COMPLIMENTARY  REPORT.  This  report  will  be  merited  by  a 
member  who  performs  his/her  duty  in  a  manner  showing  dedication  and  service 
above  that  normally  demanded  by  the  Department,  but  not  meeting  the 
qualifications  necessary  for  a  Medal  of  Valor,  Meritorious  Conduct  Award, 
Police  Commission  Commendation,  Life  Saving  Award  or  Unit  Citation.  The 
member's  commanding  officer  may  make  a  complimentary  report  of  the 
incident  to  the  Chief  of  Police.  After  approval  by  the  Chief,  the  report  shall 
become  a  part  of  the  member's  permanent  personnel  record. 
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B.  NOMINATING  RULES 

1 .  TIME  LIMIT.  Except  when  specifically  exempted  by  the  Chief  of  Police,  nominations 
for  Medal  of  Valor,  Meritorious  Conduct  Award  or  Life  Saving  Award  must  be 
submitted  no  later  than  60  days  after  the  occurrence  of  the  action  for  which  the 
application  has  been  made. 

2.  BY  WHOM.  Any  supervisory  officer  who  considers  an  action  by  a  member  deserving 
of  an  award  may  nominate  the  member.  Members  may  also  nominate  themselves. 

C.  REWARD.  The  Police  Commission  may  reward  any  member  for  valor  or  meritorious 
conduct.  The  form  or  amount  of  reward  shall  be  discretionary,  but  must  not  exceed  the 
member's  monthly  salary. 

D.  SUCCESSIVE  AWARDS.  Successive  awards  for  Medals  of  Valor,  Meritorious  Conduct, 
Police  Commission  Commendation,  Life  Saving  and  Unit  Citation  shall  be  accompanied 
by  bronze  stars  placed  on  the  ribbon.  A  silver  star  shall  signify  5  awards  of  the  same  type, 
and  a  gold  star  10  or  more. 

E.  AWARDS  SCREENING  COMMITTEE 

1 .  COMPOSITION.  The  Awards  Screening  Committee  shall  be  comprised  of  3  captains 
serving  a  term  of  6  months.  The  senior  captain  shall  serve  as  the  Chair. 

2.  TERMS.  At  the  end  of  their  terms,  the  members  of  the  Awards  Screening  Committee 
shall  be  replaced  by  the  next  three  senior  captains  not  serving  in  exempt  positions. 

3.  ROTATION.  When  all  captains  have  had  an  opportxmity  to  serve  on  the  Awards 
Screening  Committee,  selection  shall  resume  at  the  top  of  the  seniority  list. 

4.  CONSENSUS.  A  majority  of  the  members  on  the  Awards  Screening  Committee  must 
agree  to  refer  the  nomination  to  the  Awards  Committee.  A  nomination  denied  by  the 
Awards  Screening  Committee  will  be  heard  by  the  Awards  Committee  only  with  the 

.  personal  approval  of  the  Chief  of  Police. 

F.  AWARDS  COMMITTEE 

1 .   COMPOSITION.  The  Awards  Committee  shall  consist  of  the  following: 

a.    One  member  of  the  Police  Commission  acting  as  the  Chair.  In  his  or  her  absence, 
the  committee  members  present  shall  elect  the  Chair  for  that  particular  meeting.  ' 
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b.  All  police  captains.  Captains  granted  leaves  of  absence  to  accept  appointed 
positions  within  the  Department  shall  remain  members  of  the  corrmiittee. 

c.  The  Secretary  of  the  Police  Commission  shall  serve  as  the  Secretary. 
2.    RULES.  The  Awards  Committee  shall  be  governed  by  the  following  rules: 

a.  Six  members  shall  constitute  a  quorum. 

b.  Applications  shall  be  heard  and  voted  upon  separately;  however,  if  two  or  more 
members  are  nominated  for  awards  resulting  from  joint  actions,  their  applications 
may  be  heard  and  voted  upon  at  the  same  time. 

c.  Amember  of  the  Awards  Committee  who  makes  an  application  on  behalf  of  a 
member  may  participate  in  the  hearing  and  be  a  witness,  but  cannot  vote  on  that 
application. 

d.  Two-thirds  of  the  members  must  agree  upon  a  specific  grade  of  award.  Votes  that 
were  cast  for  a  higher-grade  award  but  did  not  total  a  two-thirds'  majority  will  be 
applied  to  the  next  lower  grade  of  award  until  a  two-thirds'  majority  is  reached. 
The  Meritorious  Conduct  Award  shall  be  voted  as  a  single  grade. 

e.  Voting  shall  be  made  by  secret  ballot  unless  waived  by  unanimous  approval  of  the 
members  present. 

f.  All  applications  approved  by  the  Awards  Committee  shall  be  forwarded  to  the 
Chief  of  Police  for  his/her  approval. 

POLICE  COMMISSION  APPROVAL.  The  Police  Commission  shall  exercise 
independent  judgement  and  may  re-investigate  a  nomination  when  considering  the  Medal 
of  Valor  or  the  Meritorious  Conduct  Award.  The  approval  or  disapproval  by  the  Awards 
Committee  or  the  Chief  of  Police  shall  not  be  binding  on  the  Commission.  The  Medal  of 
Valor  or  the  Meritorious  Conduct  Award  shall  not  be  awarded  until  approved  by  the 
Commission. 
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II.  PROCEDURES 

A.  NOMINATION  PROCESS 

1 .  NOMINATION/MEMORANDUM.  The  nomination  must  be  submitted  on  a 
memorandum  forwarded  to  the  member's  commanding  officer.  It  must  describe  in 
detail  the  actions  of  the  member,  showing  how  those  actions  come  within  the  criteria 
estabhshed  by  this  order.  Supporting  documentation  (e.g.,  letter  from  paramedics, 
medical  records)  is  required  to  nominate  a  member  for  the  Life  Saving  Award. 

2.  REVIEW.  The  member's  commanding  officer  will  review  the  nomination  and  conduct 
a  personal  investigation  to  determine  if  the  award  is  warranted.  If  not,  it  shall  be 
returned  to  the  nominating  member  with  the  reasons  for  rejection. 

3.  CO.  MEMORANDUM.  If  the  commanding  officer  approves  the  nomination,  he/she 
shall  prepare  a  memorandum  to  the  Chief  of  Police  requesting  the  type  of  award.  The 
memorandum  should  summarize  the  member's  actions  and  the  reason  those  actions 
come  within  the  criteria  set  forth  in  this  order. 

4.  FORWARDING.  The  commanding  officer  shall  send  the  nomination  package 
(nomination,  memoranda  and  any  supporting  documents)  to  the  Chief  of  Police  who 
will  forward  it  to  the  Commission  Office  for  screening  procedures. 

5.  UNIT  CITATION  AWARD.  A  nomination  for  the  Unit  Citation  Award  shall  be 
submitted  on  a  memorandum  forwarded  to  the  member's  commanding  officer.  The 
memorandum  shall  contain  a  detailed  description  of  the  unit's  accomplishment  and 
show  how  it  affected  the  Department.  The  commanding  officer  shall  forward  the 
memorandum  to  the  appropriate  deputy  chief,  who  will  submit  it  to  the  Chief  of  Police 
for  review.  After  reviewing  and  approving  the  nomination,  the  Chief  of  Police  shall 
confer  the  award. 

B.  SCREENING  PROCESS.  The  Commission  Office  shall  send  all  nomination  packages  to 
the  Awards  Screening  Committee  which  will  review  them  and  take  one  of  the  following 
actions:  ° 

1 .  Approve  and  return  the  nomination  package  to  the  Commission  Office. 

2.  Return  the  nomination  package  to  the  commanding  officer  for  further  investigation. 

3.  Deny  the  nomination. 
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C.  AWARDS  COMMITTEE  HEARING 


1 .  PACKAGE.  After  receipt  of  approved  applications,  the  Secretary  of  the  Awards 
Committee  will  send  a  copy  of  each  nomination  package  to  every  captain  at  least  14 
days  before  the  hearing.  The  Secretary  will  also  set  a  date  for  the  hearing  on  the  first 
month  of  each  quarter,  or  sooner  if  warranted,  and  notify  each  captain  and  the 
nominated  member  of  the  date  at  least  7  days  prior  to  the  hearing. 

2.  SUMMARY.  At  the  awards  hearing,  the  Secretary  of  the  Awards  Committee  will  read 
the  commanding  officer's  summary  of  the  application  in  the  presence  of  the  nominated 
member. 

3.  WITNESSES.  The  Awards  Committee  may  also  call  and  examine  witnesses  regarding 
matters  to  be  heard  and  determined. 

4.  DISCUSSION.  The  nominated  member  shall  leave  the  hearing  room  while  the 
committee  discusses  the  matter  and  votes  on  it. 

D.  POST-HEARING  PROCEDURES.  The  Chief  of  Police  shall  forward  the  approved 
nommations  to  the  Pohce  Commission,  indicating  his/her  approval  or  disapproval. 

E.  SUPPLY.  The  Office  of  the  Police  Commission  shall  maintain  a  supply  of  medals  and 
nbbons. 
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COMMUNITY  ORIENTED  POLICING 
AND  PROBLEM  SOLVING 

This  order  describes  the  philosophy  and  strategy  of  Commxinity  Oriented  Policing 
and  Problem  Solving  (C.O.P.P.S.). 

I.   POUCY 

A.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  establish 
Community  Oriented  Policing  and  Problem  Solving  (COPPS)  as  an  integral 
part  of  district  station  policing. 

B.  COPPS  is  a  policing  strategy  that  assists  station  persoimel  in  helping  to 
prevent  crime  and  to  maintain  order,  and  fulfills  the  Department's 
commitment  to  help  solve  neighborhood  problems,  while  providing  a  highly 
visible  presence  in  the  city's  neighborhoods. 

C  Commxmity  policing  involves  interaction  between  police  officers  and  the 
citizens  who  work  and  live  in  the  neighborhood.  It  is  an  organizational 
strategy  that  allows  the  police  and  commimity  residents  to  work  closely 
together  in  new  ways  to  help  solve  the  problems  of  crime  and  neighborhood 
decay.  Police  officers  become  managers  of  their  beats  and  are  encouraged  to 
engage  in  responsible,  creative  ways  to  make  the  commimity  safer  and  more 
attractive. 

IL  PROCEDURES  • 

The  procedures  for  implementing  and  managing  COPPS  are  contained  in 
Community  Policing  and  Problem  Solving,  DM-2  and  Community   Oriented 
Policing  and  Problem  Solving  Training  Manual,  DM-09. 


DG03.12 
07/20/94 


a.    Previously  approved  and  related  to  the  Training  Plan; 

h  Subject  to  the  availability  of  training  funds  and  the  approval  of  the 
deputy  chief  of  the  bureau  requesting  the  expenditure; 

t  Monitored  by  the  Commanding  Officer  of  the  Training  Division  in 
order  to  provide,  advise,  and  make  recommendations  regarding  all 
proposed  expenditures  from  the  Training  Fund. 

II.  PROCEDURES 

A.  TRAINING  BUDGET.  By  February  1,  the  Commanding  Officer  of  the 
Trammg  Division  will  submit  a  proposed  training  budget  for  the  fiscal  year  to 
the  Chief  of  PoUce  who  will  approve  or  revise  it.   The  trainine  budget  will 
mclude:  °        ° 

1.  Requests  for  funds  for  necessary  intra-Department  training; 
Z  Requests  for  funds  for  outside  and  intra-bureau  training. 

B.  AVAILABLE  COURSES.   By  March  1,  the  Commanding  Officer  of  the 
Trammg  Division  will  provide  the  Department  with  a  list  of  available 
training  courses. 

C  TRAINING  REQUESTS.   By  April  1,  members  must  submit  training  requests 
for  available  courses  to  their  commanding  officers  or  officers-in-ch^ge    The 
requests  shall  be  forwarded  to  the  commanding  officer  of  the  division  who 
will  review  them  to  insure  that  the  needs  of  the  division  are  met  and  the 
costs  are  m  hne  with  the  funds  allocated. 

""'  W^r^f^-  "^"^^  ^"^'^^  ^^S  ^^  ^  *own  as  "Detailed 
to  the  Trammg  Division"  on  unit  watch  reports. 
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DEPARTMENT  TRAINING  PLAN 

This  order  describes  the  policies  and  procedures  regarding  various  training  provided 
to  members  of  the  Department. 

I.    POLICY 

A.  DEHNrnONS 

1.  DEPARTMENT  TRAINING  PLAN.  The  Department  Training  Plan  is  defined  as 
all  training  proposed  for  the  Fiscal  Year,  which  includes: 

a-    Intra-D^p^rtment  training  provided  by  the  Training  Division  (Le., 
Basic  Training,  Advanced  Officer  Training,  Supervisory  Training,  etc). 

b.    Outside  training  provided  by  private  contractors  (Le.,  DOJ,  Chapman 
CoUege,  Sacramento  Public  Safety  Center,  etc) 

c    Intr^-burgqy  training  provided  by  members  within  a  bureau  (Le., 
Tactical,  Canine,  etc) 

2.  DEPARTMENT  TRAINING  FUND.  The  Department  Training  Fund  is  defined 
as  the  fund  established  by  ordinance  which  pays  for  aU  training-related 
expenditures. 

B.  RESPONSIBILITIES 

1.   TRAINING  FLAN.  The  Commanding  Officer  of  the  Training  Division  shall 
be  responsible  for  developing  the  Intra-Department  Training  Plan. 

Z   COORDINATION/APPROVAL/FUNDING.  Deputy  chiefs  are  responsible  for 
coordinating  arid  approving  requests  for  outside  training  and  intra-bureau 
bammg  for  then  bureaus.  They  shall  also  designate  the  amount  of  funds 
to  be  reserved  for  each  division. 

C  DEPARTMENT  TRAINING  FUND 

1.   E^ENDITURES.  Expenditures  from  the  Department  Training  Fund  shall 
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FIELD  TRAINING  PROGRAM 

This  order  describes  the  Field  Training  program  for  probationary  officers  and  outlines  the 
selection  procedures  for  field  training  officers  and  sergeants. 

I.   POLICY 

A.  PURPOSE.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  establish  and 
maintain  a  Field  Training  Program,  in  order  to  produce  fully-trained  probationary 
officers  who  will  be  able  to  improve  their  skills  steadily  and  safely  without 
continuous  immediate  supervision. 

B.  COMPLETION  REQUIREMENT.  AU  probationary  officers  who  have  completed 
the  POST  Basic  Course  must  satisfactorily  complete  the  Field  Training  Program 
prior  to  being  assigned  regular  patrol  duties. 

C.  RESPONSIBILITIES 

1.  LINE  MANAGEMENT.  The  Field  Training  Coordinator  shall  have  responsibility 
for  management  of  the  program  at  designated  Field  Training  Stations. 

2.  LIAISON.  The  Field  Training  Coordinator  shall  also  act  as  a  liaison  between 
the  district  station  captains,  the  Field  Operations  Bureau  and  the  Staff  Support 
Division,  and  shall  report  directly  to  the  Deputy  Chief  of  the  Administration 
Bureau. 

3.  STAFF  SUPPORT.  The  Commanding  Officer,  Training  Division,  shall  be 
responsible  for  logistical  and  staff  support 

D.  QUALIFICATIONS  FOR  FIELD  TRAINING  OFFICERS  AND  SERGEANTS 

1.  EXPERIENCE.  Unless  exempted  by  the  Chief  of  Police,  Field  Training  Officer 
(FTO)  and  Field  Training  Sergeant  (FTO  Sergeant)  candidates  shall  have  a 
minimum  of  three  years  experience  in  the  Patrol  Division. 

2.  COMPETENCY.  Selection  of  Field  Training  Officers  and  Sergeants  shall  be  based 
upon  demonstrated  overall  competency  as  a  police  officer  or  poUce  supervisor 
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and  the  ability  to  train  others,  provide  positive  reinforcement  and  act  as  a  role 
model. 

3.   COMPLAINT/DISCIPLINARY  fflSTORY.  Officers  aod  sergeants  whose  records  show 
a  significant  history  of  complaints  that  demonstrate  an  unacceptable  pattern  of 
behavior  (as  per  early  warning  guidelines  in  Department  General  Order  3.19, 
Complaint  Early  Warning  System),  or  whose  histories  indicate  that  they  would 
not  be  appropriate  role  models  for  probationary  officers,  will  not  be  selected  as 
an  FTO  or  FTO  sergeant  The  following  process  will  be  used  to  make  this 
determination: 

a.  An  officer's  or  sergeant's  disciplinary  and  complaint  records  will  be 
reviewed  by  the  Field  Training  Office.  The  number  of  complaints  and  any 
patterns  of  conduct  evidenced  by  the  complaints  are  the  primary  factors  that 
will  be  considered.    A  complaint  with  a  disposition  of  Proper  Conduct  or 
Unfounded  will  not  be  counted  in  the  number  of  complaints  received  against 
the  member.  Any  pending  case  of  a  serious  nature  could  result  in  a  member 
being  placed  on  inactive  FTO  status  or  in  his  or  her  application  being 
suspended  until  the  investigation  is  completed  and  a  disposition  made. 

b.  Any  specific  disciplinary  action  or  pattern  of  disciplinary  action  during  an 
officer's  or  sergeant's  career  could  disqualify  a  member  from  participating 
in  the  Field  Training  Program. 

c.  Any  disciplinary  action  for  Class  "A"  or  "B"  Misconduct  within  five  years 
shall  be  disqualifying  from  the  Field  Training  Program.  DiscipUnary  action 
for  Class  "A"  and  "B"  Misconduct  beyond  five  years  of  appUcation  shall  be 
reviewed  by  the  Chief  of  PoUce  to  determine  if  the  member  has  demonstrated 
rehabUitation.  Rehabilitation  shaU  be  demonstrated  by  conforming  to  and 
successfuUy  completing  a  program  of  recovery  or  retraining,  or 
rehabilitation  shaU  be  demonstrated  by  a  pattern  of  proper  conduct  over  a 
significant  period  of  time.  The  Chief  of  PoUce  shall  have  the  discretion  to 
determine  if  the  member  has  demonstrated  rehabilitation. 

d.  Any  disciplinary  action  resulting  in  suspension  for  Class  "C  and  "D" 
Misconduct  within  two  years  of  application  shall  be  disqualifying  from  the 
Field  Training  Program.  The  disciplinary  action  for  Class  "C  and  "D" 
Misconduct  beyond  two  years  of  appUcation  shaU  be  reviewed  by  the  Chief  of 
Pohce  to  determine  if  the  member  has  demonstrated  rehabilitation. 
RehabiUtation  shaU  be  demonstrated  by  conforming  to  and  successfuUy 
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completing  a  program  of  recovery  or  retraining,  or  rehabilitation  shall  be 
demonstrated  by  a  pattern  of  proper  conduct  over  a  significant  period  of 
time.  The  Chief  of  Police  shall  have  the  discretion  to  determine  if  the 
member  has  demonstrated  rehabilitation. 

4.    Consistent  with  existing  law,  special  efforts  shall  be  made  to  recruit  women  and 
minority  officers  as  FTO's  and  FTO  Sergeants. 

II.  PROCEDLTRES 

A.  SELECTION  PROCESS  FOR  FIELD  TRAINING  OFFICERS  AND  SERGEANTS 

1 .    FIELD  TEIAINING  COORDINATOR.  The  Field  Training  Coordinator  shall  coordinate  the 
selection  process  as  follows: 

a.  Announce  the  opening  of  the  application  process  and  accept  applications. 

b.  Obtain  recommendations  by  the  apphcant's  most  recent  supervisor  or  superior. 

c.  Convene  a  selection  panel,  whose  members  shall  include  the  Field  Training 
Coordinator,  a  commanding  officer  from  the  Patrol  Division  and  either  a 
heutenant  or  sergeant  with  Field  Training  experience  from  the  Patrol  Division. 

d.  The  Field  Training  Coordinator  shall  forward  to  the  Chief  of  Police  a  list  of 
candidates  who  are  endorsed  by  a  majority  of  the  panel. 

e.  The  Field  Training  Coordinator  shall  forward  through  channels  to  the  Chief  of 
PoUce  a  hst  of  candidates  who  are  not  endorsed  by  the  selection  panel,  along  with 
reasons  for  their  non-endorsement.  Members  who  are  not  selected  will  be  notified 
in  writing,  given  the  reasons,  and  encouraged  to  schedule  a  meeting  with 

the  Field  Training  Coordinator  to  discuss  the  matter.  Non-selection  will  be 
subject  to  grievance  procedures. 

2.    RESPONSIBILmES  OF  THE  SELECTION  PANEL 

a.    The  panel  shall  review  the  supervisor's  recommendations  and  other  records 
mcluding,  but  not  limited  to,  those  of  the  Perfonnance  Improvement  Program 
(PIP),  Personnel  Division,  Office  of  Citizen  Complaints  (OCC),  Management 
Control  Division,  Legal  Division,  Equal  Employment  Opportunity  (EEO)  and 
trainmg  records. 
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b.  In  order  to  protect  the  attorney-client  privilege,  the  selection  panel  shall  limit  the 
review  of  Legal  Division  records  to  public  information  material  (e.g.,  claim 
registers,  civil  complaints,  and  judgments). 

c.  The  panel  shall  review  all  candidates  in  order  to  further  ascertain  their  abihty  to 
participate  in  the  program. 

3.    CHIEF'S  APPROVAL.  Final  approval  of  FTO  and  FTO  sergeant  candidates  rests 
with  the  Chief  of  Police. 

B.  TRAINING,  CERTIFICATION  AND  DE-CERTIFICATION  OF  FTO'S  AND  FTO 
SERGEANTS.  The  Field  Training  Coordinator  shall  coordinate  the  training,  certification 
and  de-certification  of  FTO's  and  FTO  sergeants  as  follows: 

1 .  Provide  training  for  approved  candidates  at  a  POST-certified  field  training  course 
prior  to  their  participation  in  the  program. 

2.  Provide  ongoing  update  training  as  required. 

3.  Review  FTO  member's  complaint  history  for  patterns  of  inappropriate  behavior  and 
disciphnaiy  actions  as  provided  by  OCC  and  MCD  through  Department  Early 
Warmng  System.  Determine  if  the  member  should  be  removed  fi-om  the  program  or 
be  temporanly  removed  pending  resolution  of  a  disciplinary  investigation.  This 
would  also  include  EEO  investigations. 

4.  Prepare  memoranda  through  channels  to  the  Chief  of  Police,  recommending  de- 
certification of  an  FTO  or  an  FTO  sergeant  in  any  of  the  following  cases: 


a.    an  FTO  or  an  FTO  Sergeant  transfers  out  of  the  Patrol  Bureau  for  more  than 
months. 


SIX 


b.    an  FTO  or  an  FTO  Sergeant  does  not  perform  duties  in  a  satisfactory  mamier. 

'    ^d'^^deli^s'^^  ^''^''"'  '°'^''  '  ''"''"'  ^°'"^°°  ^^^^^^^  ^^^^g  ™1^^ 

*^'   ^ef?  H^r^  ^^T1' ''  ^"^'"'"^  ^  "^y  discipUnary  action  which  would  have 
prevented  the  member  fi-om  quaUfying  for  the  program. 

e.     an  FTO  who  is  not  available  to  train  for  a  period  of  one  year  or  more  will  have 
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his  or  her  stanis  reevaluated  by  FTO  staff. 
5.    Maintain  permanent  records  of  training,  certification  and  de-certification. 


C.  PROGRAM  SUMMARY.  In  order  to  promote  standardization,  improve  policies  and 
procedure,  and  correct  program  deficits,  the  Field  Training  Coordinator  shall  submit  to  the 
Chief  of  Police  a  program  summary  report  at  the  concltision  of  each  fiscal  year. 


References 

DGO  3.19,  Complaint  Early  Warning  System 
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aVIL  LEGAL  PROCESS 

The  purpose  of  this  order  is  to  instruct  members  in  the  procedures  for  accepting  and 
processing  civil  legal  papers  regarding  actions  connected  with  the  course  and  scope 
of  their  employment. 

1.   DEFINITIONS 

A.  Complaint:  A  statement  by  the  plaintiff  setting  forth  a 

cause  of  action  and  a  request  for  relief  from 
the  Court. 

Notice  to  respond  to  a  complaint  within  a 
specified  period. 

An  order  which  directs  the  appearance  of  a 
witness. 

An  order  which  directs  the  production  of 
documents  or  records.  Personal  appearance 
may  or  may  not  be  required. 

An  order  from  the  court  directing  or 
prohibiting  some  action. 

An  order  requiring  the  appearance  of  named 
parties  in  court  to  tell  the  court  why  some 
actions  should  or  should  not  take  place. 


B.  Summons: 


C.  Subpoena: 


D.  Subpoena  Duces  Tecum: 


E.  Temporary  Restraining  Order: 

F.  Order  to  Show  Cause  (OSC): 


II.  GUIDELINES 

A.  THE  LAW  REGARDING  SUMMONS  AND  COMPLAINTS 
1.    SUBSTITUTE  SERVICE 

"  Cotofa^'hT  '^'''^  V  '°  ^'  P^^^^y  ^^^^  ^*  -  Summons  and 

SiVrn^irtT"^"''  "^  T''''  '^"^  ^-^  "^^^^  ^  reasonable  and 
dihgent  effort  to  personally  serve  the  individual,  but  is  unsuccessful 
substitute  service  is  authorized.  unsuccesstui. 


DG0  3.14 
07/20/94 


2. 


b.  Substitute  service  is  accompUshed  when  a  Summons  and  Complaint  is 
deHvered  to  an  individual's  place  of  work  and  is  left  with  the  person 
who  is  apparently  in  charge.  A  copy  is  then  mailed  to  the  place  of  work 
addressed  to  the  individual  to  be  served.  Service  is  deemed  completed 
10  days  after  the  mailing. 

c    pie  person  in  charge  must  receive  the  Summons  and  Complaint  and 
forward  it  to  the  named  individual. 

SERVICE  BY  MAIL.  Service  by  mail  is  accomplished  when  a  server  sends  a 
copy  of  the  Summons  and  Complaint  by  mail,  together  with  two  copies  of 
a  Notice  and  Return  of  Acknowledgement,"  with  a  return  envelope.  The 
mdividual  to  whom  the  Summons  and  Complaint  is  directed  must 
complete  and  return  the  acknowledgement  in  20  days  or  must  pav  for 
other  permissible  methods  of  service. 

III.  PROCEDURES 

^-  ISSPT^^  t^  RESPONDING  TO  LEGAL  PROCESS.  Tliese  procedures 
affect  aU  members,  mduding  those  on  vacation,  disability,  sick,  i^tary  or 
p«-sonal  leave  or  suspension.  If  a  member  is  absent  or  unable  to  comply  with 
a^e  provisions  of  this  order,  the  officer-in-charge  of  the  unit  must  prepare  a 
memorandum  descnbmg  the  method  of  service  and  the  circumstaSc^  of  the 
member's  absence.  FaUure  to  comply  with  these  procedures^TfS^I  to 
respond  m  a  tunely  fashion  may  result  in  a  default  judgem^t  and  the 
member  may  be  subject  to  disciplinary  action.  "ge^nent,  ana  tne 

^'  ^iTi^^"^*   ^i^^PO^^  WvU  or  criminal)  for  individual  members 
sM  be  processed  and  routed  through  the  Court  Uaison  Unit^Ste^Le 
manner  as  other  subpoenas.   Department  poUcy  does  not  prohibit  pers^ 
service  of  a  subpoena  or  substitute  service  through  the  oflci-^  d^l^ 
the  memb^;  however,  the  officer-in-charge  may  decide TecSv^fT^ 
^C^de'^^n  lir^^  '^  --'  ^'  --^^  -  ^  -5;  m^er  (see 
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2.    SUMMONS  AND  COMPLAINT/ DUTIES  OF  MEMBERS 

a.  When  receiving  a  Summons  and  Complaint  (they  usually  accompany 
one  another)  relating  to  your  employment  with  the  Depitment 
immediately  forward  them  to  the  Legal  Division  along  with  anv 
documents  or  memoranda.  ^ 

b.  Prepare  a  memorandum  indicating  the  date,  time  and  method  of 
t^rmemtrduT"*  representation  by  the  Qty  Atton^ey,  include  it  in 

a   When  receiving  a  Summons  and  Complaint  by  mail  with  a  '^Notice 
and  Acknowledgement  of  Receipt/'  sign  the  receipt  enter  the  date  and 
DMsTon.^'         '  ^"^  "'  °^"  ^""^^"^^  °^  minoranda  to  Zi^^ 

3.  SUBPOENA  DUCES  TECUM.  When  a  subpoena  Duces  Tecum  is  received  bv 

4.  QUESTIONS.   Should  you  have  any  questions  regarding  service  of  Civil 
-Legal  Process,  contact  the  Legal  Division.  Whe^  in  doubt^c^em  Se 

'    ^^n?an^C^=^d%u^-^^^ 
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PERSONAL  PROPERTY  CLAIMS 

This  order  establishes  policies  and  procedures  for  requesting  compensation  for  damage  or  loss  of 
authorized  personal  property. 

I.  POLICY 

A.  GENERAL.  Section  10.25  -  3  of  the  San  Francisco  Administrative  Code  states- 
Uniformed  officers  and  employees  may  recover  part  or  all  of  the  cost  of  replacing  or 
repairing  equipment  property  or  prostheses  ^hich  have  been  damaged  or  destroyed  in  the 
TofsTtZtgh^^^^^^^       "^'''"  "^""^  "''  ''"^''■''' '"  ''"  nianner  provided  in  Sections 

^'  ^''I'^'''^  """^  "^^  '^'''  °^  ^°^^  "^"^^  ^^^^  '^'^^  ^^le  the  member  was 
on  duty;  however,  an  off-duty  officer  not  engaged  in  secondary  employment  who 
becomes  mvolved  m  enforcement  action  may  also  file  a  claim. 

C.  PERSONAL  PROPERTY 

''   rtfZJn'f^''-  '''^°^P'-°P^°°^^^^«d  for  the  perfonnance  of  the  member's 
duties  wiU  be  worn  or  used  at  the  member's  risk  (see  DGO  10.02,  Equipment)    The 

member  will  not  be  compensated  for  its  damage  or  loss. 

2.  AirraoRiZED.  Members  who  have  prior  written  authorization  to  wear  or  use  their 
pergonal  property  while  on  duty  may  be  compensated  for  its  damage  or  oTs  lie 
au^onzation  must  be  approved  by  the  member's  commanding  officer  o 
officer-m-charge,  and  the  appropriate  deputy  chief 

3.  VEHICXES 

a.    If  a  member  is  authorized  in  writing  to  use  his/her  private  vehicle  on  duty  the 

ot:iv^:^:roZrrmimb^^.^ 
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b.    Compensation  for  damage  to  a  member's  vehicle  wiU  be  determined  on  a 
case-by-case  basis  when  it  is  determiiied  that  the  member  was  not  at  fault 
Members  should  consult  with  their  insurance  earners  regarding  the  use  of  their 
private  vehicles  m  connection  with  then  employment.  A  PRIVATE  VEHTPT  F 
l^n!l^^  ^^  '''^''  ^  ^  EMERGENCY  VEfflCLE  (see  VehiTlfcode 

D.  PAYMENT  OF  CLAIMS 

1.   SCHEDULE.  Payment  of  claims  is  subject  to  avaUable  funds  and  may  apply  either  for 
repau-  or  replacement.  Claims  wiU  be  individually  evaluated  when  Ly  exceld  L 
maximum  amount  hsted  below.  ^  cxceea  me 


rrEMSCHFDTTTp 

Suit 

Coat/Jacket 

Trousers/Skirt 

Shirt/Blouse 

Vest/Sweater 

Headwear 

Neckwear/Tie 

Footwear 

Timepiece  (or  part  thereof) 

Eyeglasses  (not  required  by  DMV) 

Sunglasses  (non-prescription) 

Brief  Case/Carrying  Bag/Purse 

Star 


2.  SUBSTITUTED  EQUIPMENT.  The  amount  of 
equipment  will  be  based  on  the  replacement  cost 
Item.  2-3 


MAXIMUM  CLAIM  T?f  rr^^AT;PY 

$  400.00 
200.00 
100.00 
40.00 
50.00 
30.00 
25.00 
90.00 
150.00 
150.00 
45.00 
90.00 
Claims  for  personally  owned  stars 
will  be  paid  according  to  the 
lowest-priced  replacement  star  of  the 
apphcable  rank  as  quoted  on  the  date 
of  claun  fihng  by  Irvine  &  Jachens 
Inc.,  Daly  City,  CA. 

compensation  for  substituted 

of  the  equivalent  Department-issued 
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II.  PROCEDURES 

A.  FILING  A  CLAIM.  To  file  a  claim,  follow  these  procedures: 

1.  FORMS.  Complete  forms  SFPD  208  and  SFPD  209  in  dupUcate  within  30  days  of  the 
damage  or  loss. 

2.  SUPPORTING  DOCUMENTS.  Attach  any  supportive  document,  e.g.,  incident  report, 
purchase  receipt,  repair  receipt,  repair  estimate,  etc.  If  applicable,  include  a  copy  of 
the  wntten  authorization  to  use  the  item. 

3.  FORWARDING.  Forward  the  forms  and  attached  documents  to  your  commanding 
officer  or  of6cer-in-charge. 

B.  DUTIES  OF  COMMANDING  OFFICER  OR  OFFICER-IN-CHARGE 

1 .  INVESTIGATION.  Investigate  the  claim  and  verify  its  validity. 

2.  INSPECTION.  PersonaUy  inspect  the  damaged  item  and  determine  ifit  should  be 
repaired  or  replaced. 

3.  FORWARDING.  Forward  the  claim  (forais  and  documents)  to  the  Legal  Division. 
C.  DUTIES  OF  THE  LEGAL  DIVISION 

t^/.t'^l,^' K '^°°  "^"^^  "^"^  ^^  ^^'  °°^fy  *^  °^^^ber  submitting  the  claim  whether 
^e  clami  has  been  approved  or  denied.  If  the  claim  has  been  approved,  the  LTal 

officr  ^  "'"^^  ' '°  "^^  ^"^^  ^^^^'°^  ^^^^  ^^^^  issue  remibLemenffo  the 
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RELEASE  OF  POLICE  REPORTS 
L   POLICY 

This  order  is  drafted  to  comply  with  the  Public  Records  Act,  California 
Government  Code  Section  6254,  et  seq.,  the  San  Francisco  Sunshine  Ordinance, 
Administrative  Code,  Chapter  67,  and  other  applicable  state  and  local  laws. 
These  statutes  embody  a  policy  of  releasing  information  unless  release  would 
endanger  citizens,  law  enforcement  personnel  or  a  law  enforcement 
investigation,  or  constitute  an  unnecessary  invasion  of  privacy.  This  means  that 
arrest,  accident  and  incident  reports  must  be  released  imless  the  disclosure 
would  cause  the  dangers  mentioned  in  the  law.  In  aU  cases,  the  burden  is  on  the 
Department  to  justify  nondisclosure. 

II.  PROCEDURES 

A.  INFORMATION  WHICH  MAY  BE  WITHHELD.   The  Department  may 
withhold  nos.  1  -  8  below,  except  that  release  shall  occur  where,  upon 
weighing  the  pubUc  interest  for  and  against  disclosure,  the  public  interest 
favors  disclosure.   If  documents  are  withheld,  the  Department  must  explain 
m  factual  terms  how  the  pubhc  interest  would  be  harmed.  [S.F.  Admin.  Code 
§  67.27  (a)].  The  information  in  nos.  9  -  12  shall  not  be  released. 

1.  Information  that  would  endanger  the  safety  of  a  person  involved  in  an 
mvestigation.  (Cal.  Gov.  Code  6254  (f)) 

2.  Information  that  would  endanger  law  enforcement  personnel 
(S.F.  Admin.  Code,  §  67.24  (d)) 


3. 


4. 


Information  that  would  endanger  the  successful  completion  of  an 
mvestigation,  but  only  when  the  prospect  of  enforcement  proceedings  is 
concrete  and  definite.  (Cal.  Gov.  Code  6254  (f)) 

Secret  investigative  techniques  or  procedures  where,  on  the  facts  of  the 
case,  the  pubhc  mterest  in  nondisclosure  dearly  outweighs  the  public 
mterest  served  by  disclosure.  «  puuiit 

(S.F.  Admin.  Code,  §  67.24  (d);  Cal.  Gov.  Code  §  6255) 
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5.  Information  regarding  the  identity  of  confidential  infonnants 
(Cal.  Gov.  Code  6254  (f),  6255;  S.F.  Admin.  Code,  §  67.24  (d)) 

6.  The  name  of  any  victim  of  a  sexual  assault  who  specifically  requests  that  it 
not  be  disclosed.  (Cal.  Gov.  Code  6254  (f)  (2)),  DGO  6.16,  Sexual  Assaults) 

7.  Medical  or  other  information  constituting  an  unwarranted  invasion  of 
pnvacy.  (Cal.  Gov.  Code  6254  (c);  S.F.  Admin.  Code,  §  67.25  (d)) 

^'   J^l^T^  ^^  address  of  any  person  detained  pursuant  to  Welfare  and 
Institiitions  Code  Section  5150  where  disclosure  would  constihite  an 
unwarranted  mvasion  of  privacy.  (Cal.  Gov.  Code  6254  (c)) 

9.  The  name  or  address  of  a  juvenUe  who  is  a  suspect  or  who  has  been 
arrested  or  detamed,  or  any  information  which  might  lead  to  the  identity 
of  a  juvenile  who  IS  a  suspect  or  who  has  been  arrested  or  detained  may^ 
no^be  released  without  a  court  order.  (TNG  v.  Superior  Court  (1971)  4  C.3d 

10.  Vehide  collision  reports  involving  death  or  personal  injury  except  as 
AoTdent^     ^"^'  ''''^^^  ^°'''  ^^°^  ^'''^  (^-  SSoZTvlide 

11.  /my  report  regarcUng  child  abuse  made  confidential  by  Penal  Code 
L^°^    "f  ^d  ni67.5,  or  any  report  regarding  assaultive  or  abusive 
conduct  made  confidential  by  Penal  Code  sl^on  11163.2  (b) 

12.  ^^^e  address  of  any  victim  of  a  sexual  assault.  (Cal.  Gov.  Code  6254  (f)  (2)) 
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B.  INFORMATION  THAT  MUST  BE  RELEASED 


1.    DURING  THE  PENDENCY  OF  AN  INVESTIGATION  OR  PROSECUTION.  The 
Department  retains  the  discretion  to  withhold  incident  reports  and  other 
documents  during  the  pendency  of  an  investigation.  The  following 
information,  however,  must  be  released,  so  long  as  release  is  not 
prohibited  in  Section  A  above. 

a.   Information  that  must  be  released  to  the  public: 

(1)  Individual  arrested,  including  name,  address,  occupation,  physical 
description. 

(2)  Facts  surrounding  arrest,  including,  but  not  limited  to,  time  and 
date  of  arrest  and  booking,  location  of  the  arrest,  amount  of  bail, 
location  of  arrestee  or  time  and  manner  of  release. 

(3)  Charges  brought,  including  outstanding  warrants  and  parole  or 
probation  holds. 

(4)  Time,  substance  and  location  of  aU  complaints  or  requests  for 
assistance  and  time  and  nature  or  response  thereto,  including, 
where  an  incident  report  has  been  made,  the  time,  date  and  location 
ot  occurrence,  and  the  time  and  date  of  the  report. 

(5)  Victim's  name,  age  and  address,  except  if  victim  or  victim's  address 
cannot  be  disclosed  as  detailed  in  Section  A  above. 

(6)  Factual  drcumstances  surrounding  tiie  crime  or  incident  and  a 
general  description  of  any  injuries,  property  or  weapons  involved. 

b.   Additional  information  tiiat  must  be  released  to  victims  tiieir 
authorized  representatives,  and  tiieir  insurance  carriers:' 

^^^  Sr!fo^-H  ^i^f''J  °^  ^  P^'°^  ^^°^^^  ^  o^  witnesses  otiier 
than  confidential  informants. 

^^^  SdSm  °''  °^  ^^  ^'°^^  involved;  date,  time  and  location  of 
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(3)  Diagrams,  statements  or  the  parties  involved,  statements  of  all 
witnesses  other  than  confidential  informants. 

2.   AFTER  THE  CASE  IS  CLOSED.  When  the  prospect  of  an  enforcement  action 
has  been  terminated,  the  Sunshine  Ordinance  requires  complete 
disclosure  except  that  it  still  permits  the  Department  to  withhold  the 
followmg  [S.F.  Adm.  Code,  §  67.24  (d)]: 

a.  Witnesses  names  and  addresses  (alphabetical  letters  should  be 
substituted),  except  that  state  law  requires  release  when  this 
information  is  requested  by  a  victim,  the  victim's  representative  or  an 
msurance  carrier  that  might  be  liable.  (Cal.  Gov.  Code  6254  (f)) 

b.  Personal  and  otherwise  private  infonnation  unrelated  to  the  law 
enforcement  action. 

c    Identity  of  a  confidential  source. 

d.  Secret  investigative  technique  or  procedure. 

e.  .Information  that  would  endanger  law  enforcement  personnel. 

C  P^ONS  WHO  MAY  AUTHORIZE  RELEASE.  The  following  persons  mav 

1.  -nie  investigator  or  the  officer-m-charge  of  the  taut  assigned  the  case. 

^  rde^fr^S^hXh!  *'  ^"^  ^°"  °'  ^  °^^  designated  to 
release  reports  when  the  case  is  not  assigned  to  an  investigative  unit. 

'•  l^l^tZT  °^'^'  ^^'  """"'""°"  ^"^  *^  ^^^^  '--tigator 
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D.  TIMES  OF  RELEASE 


1.  GENERAL  PUBUC.  The  general  pubUc  may  request  in  writing  the  release  of 
a  report  during  normal  business  hours  0800  to  1600  hrs.  Monday  through 
Friday,  holidays  excluded  or  through  the  mail. 

2.  NEWS  MEDIA.  The  news  media  may  request  reports  in  the  same  manner  as 
the  general  public  or  through  the  Public  Affairs  Office.  If  the  Public  Affairs 
Office  IS  dosed,  the  media  should  make  the  request  at  the  Operations 
Center.   The  release  will  be  made  consistent  with  the  ability  of  the 
Department  to  do  so  without  undue  disruption  of  normal  procedures. 

E  RELEASE  AUTHORIZATION.  The  person  who  authorizes  the  release  of  a 
report  to  the  public  or  the  news  media  is  responsible  for  insuring  that  the 
Items  listed  in  this  order  are  excluded  from  the  report  or  are  not  discernible 


F.  MEDIA  INTERVIEWS.   Nothing  in  this  order  restricts  an  officer  from 

whT>f{r^/*J;^  ?''-^"'  ?"  ?^  ""^^^  "^^^  °'^y  ^*  information  on  a  case  in 
which  he/she  is  mvolved  consistent  with  this  order  and  DGO  8  09  Media 
Relations  Policy.  ' 

G.  COMPUTER  DATA.  See  DGO  10.08,  Use  of  Computers. 


San  Frandsco  Police  Department  '^17 

GENERAL   ORDER ^^^ 

DEPARTMENT  IDENTIHCATION  CARDS 

•niis  order  estabUshes  the  poHcies  and  procedures  for  the  issuance  and  replacement 
of  identification  cards.  ^  ^ci^icm 

I.   POUCY 

A.  ISSUANCE.  AU  employees  of  the  San  Francisco  Police  Department 
mdudmg  Patrol  Special  Officers  and  Assistant  Patrol  Specii  Officer^  wiU  be 
issued  an  identification  card,  whether  they  are  sworn  or  non-swoT 
temporary  or  permanent  Members  appointed  to  another  permanent  rank  or 
classification  wiU  be  photographed  and  issued  a  new  identmcation^d 

B.  EXPIRATION/RENEWAL 

^'   It^^^"""  ""^^  "^  ^?^^  ^^  ^  y^^'  Identification  cards  issued  to 
temporary  non-swom  employees,  assistant  patrol  special  officers  and 
recruit  officers  expire  after  1  year. 

^  -^df  ^^"^^^  ^''t'^"  "^  """^  "^^^^^  when  their  identification 
cards  expire  and  will  instruct  members  on  the  procedures  for  renewT 

^e^n^T^Tor  ^°^^  °'  "^^^  ^^^^^-*^-  -^  except^;!^::^  the 

1.   R^E^^/RESIGNATION.    Members  who  resign,  retire  for  service  or 
^opeSTcon^ol  sTT *''  ^^^^n  their  id^tift^Un  S^slo  L 
i-roperty  Control  Section  or  any  member  designated  by  the  Chief. 

^'   f!^^^^^'T  ^"°^^^^^^°««s^P«idedshaU  surrender  their 
Identification  cards  to  their  commanding  office  orT™  u 

designated  by  the  Chief  of  PoUce.         ^  *°  ^^  ""^^^^ 
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PATROL  SPECIAL  OFHCERS.  The  Department's  Patrol  Special  Liaison  Officer 
will  notify  commanding  officers  whenever  patrol  special  officers  or 
assistant  patrol  special  officers  employed  in  their  districts  are  terminated. 
Commanding  officers  shall  coUect  the  identification  cards  of  terminated 
patrol  special  officers  and  assistant  patrol  officers  and  return  them  to  the 
DepartmenL 


Department 

II.  PROCEDURES 

A.  REPLACING  LD.  CARDS/DUTIES  OF  MEIvIBERS 


2. 


.   LOST  OR  STOLEN.  In  the  event  that  your  identification  card  is  lost  or  stolen 
immediately  notify  the  Personnel  Division  or  the  Operatic^  Center     ' 
(dunng  non-busmess  hours)  and  complete  a  memorandum  describing  the 

ZT^Tr-   1^^°^'  ^'  memorandum  to  your  commandiTg^S    ' 
who  shaU  forward  it  to  the  Personnel  Division.  ""icer, 

a.  If  your  identification  card  was  stolen,  an  incident  report  must  also  be 
prepared  and  a  copy  submitted  with  the  memorandW!  . 

b.  If  aie  theft  occurred  outside  the  dty,  notify  the  apDropriate  law 
enforcement  agency  and  have  an  incident  report  :^.ade.   UpZihle 
obtain  a  copy  of  the  incident  report  and  attadi  it  to  your  mer^ora^dum 
when  submitting  it  to  your  commanding  officer.  memorandum 

^J^tT^^'"''''  f  ^^^  idenuncation  card  is  expired  or  damaged 
contact  the  Personnel  Division  for  replacement.  "<^iagea. 


References 

DGO  10.02,  Equipment 


San  Frandsco  Police  Department  3.18 

GENERAL   ORDER  07/20/94 

PERFORMANCE  IMPROVEMENT  PROGRAM 

This  order  establishes  the  policy  by  which  sergeants  monitor  and  periodically 
evaluate  the  performance  of  their  officers,  using  the  PIP  binder,  and  outlines  the 
responsibilities  of  lieutenants,  captains,  commanders,  and  deputy  chiefs. 

I.   POLICY 

A.  DUTIES  OF  DIRECT  SUPERVISORS 

1.  SERGEANTS.  It  is  the  poUcy  of  the  San  Frandsco  Police  Department  that 
sergeants  who  are  assigned  specific  officers  to  directly  supervise,  be 
responsible  for  monitoring  their  officers'  performance  and  behavior 
patterns,  and  maintain  a  Performance  Improvement  Program  (PIP)  binder 
for  each  officer  under  their  direct  supervision. 

2.  LIEUTENANTS.  If  a  lieutenant  directly  Supervises  an  officer,  he/she 
assumes  the  supervisory  duties  for  maintaining  a  PIP  binder  for  that 
officer. 

B.  RESPONSIBILITIES  OF  UEUTENANTS.  To  assure  the  effectiveness  of  this 
program,  lieutenants  will  be  responsible  for  the  following  duties; 

L    Instruct,  guide  and  counsel  the  supervisory  sergeant  in  the  discharge  of 
these  duties.  ° 

2.  Be  responsible  for  sergeants  taking  appropriate  action  when  necessary,  and 
for  proper  mamtenance  of  the  PIP  binders  under  their  control. 

3.  Take  immediate  action  if  a  sergeant  fails  to  perform  the  duties  as  required 
in  tius  order.  ^ 

4.  When  a  sergeant  is  absent  for  an  extended  period  (vacation,  disabiUtv 
leave,  etc)  assume  the  supervisory  sergeant's  duties  as  related  to  the  PIP 
bmcler. 
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C  RESPONSIBILITIES  OF  COMMAND  OFHCERS.  To  assure  the  effectiveness 
of  this  program.  Command  Officers  shall: 

1.  Instruct,  gxiide,  coimsel  and  assist  subordinates  in  the  discharging  of  their 
duties. 

2.  Assiu:e  that  subordinates  take  the  appropriate  actions  on  matters  referred 
to  them  in  regard  to  PIP  binders. 

3.  Conduct  periodic  inspections  to  assure  information  entered  in  PIP  binders 
is  current  and  properly  entered. 

4.  Identify  those  divisions,  companies,  units,  platoons,  sections  and  squads 
where  problems  are  noted  and  take  remedial  action. 

D.  RESPONSIBILITY  OF  THE  STAFF  INSPECnON  UNIT.  The  Officer-in- 
Charge  of  the  Staff  Inspection  Unit  shaU  ensure  that  PIP  binders  are  audited 
on  a  continual  basis  and  shall  report  his/her  findings  to  the  Chief  of  PoUce. 

n.  PROCEDURES 

The  procedures  for  preparing  and  maintaining  PIP  binders  are  outlined  in  PIP  A 
Supervisor's  Guide,  SFPD,  DM-06. 


References 


PIP,  A  Supervisor's  Guide  ,  SFPD,  DM-06. 
Performance  Appraisal  Guide,  SFPD,  DM-08 
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COMPLAINT  EARLY  WARNING  SYSTEM 
I.   POLICY 

A.  MISCONDUCT  COMPLAINTS.  It  is  the  policy  of  the  San  Francisco  Police 
Department  that  misconduct  complaints  will  be  taken  seriously.  It  is  the 
responsibility  of  commanding  officers  to  systematically  review  complaints  in  order 
to  be  aware  of  behavior  patterns  which  may  need  to  be  addressed  to  improve  the 
efficiency  of  individual  members  and  the  Department  as  a  whole. 

B.  EARLY  WARNING  SYSTEM.  The  Early  Warning  System  (EWS)  is  being 
established  to  identify  and  evaluate  the  behavior  of  members  who  have  received 
three  (3)  or  more  complaints  within  a  six  (6)  month  period,  or  four  (4)  or  more 
complaints  within  a  year.  Complaints  filed  with  the  Management  Control  Division 
will  also  be  considered  if  they  reOect  a  pattern  of  similar  behavior  as  alleged  in  the 
OCC  complaints. 


C. 


COUNSELING/PERFORMANCE  REVIEW.  The  Early  Warning  System  involves 
counseling  by  supervisory  officers  which  is  non-punitive  and  separate  from  the 
conaplamt  investigation  process.  The  fact  that  a  member  is  counseled  regarding 
multiple  complaints  does  not  imply  that  these  complaints  have  been  or  will  be 
sustained. 


II.  PROCEDURES 

^'  c'^^I'^w^hT'''^'''^^-  Every  week,  the  Office  ofCitizen  Complaints  will 
create  a  Weekly  Mommg  Report  identifying  members  who  have  received  one  or  i^  e 
complamts    Copies  of  complaints  of  members  hsted  m  the  Mommg  Report  will  be 
fonvarded  to  the  members'  commanding  officer  for  review. 

•      B.  QUARTERLY  REPORT 

'■    comnT''??'^',   ^^^^*^^^  (3) '"^^^^'th^  Office  ofCitizen  Complaints  will 
compile  a  Quarterly  Report  which  shall  include  a  list  of  officers  who  have  received 
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three  (3)  or  more  complaints  within  a  six  (6)  month  period,  or  four  (4)  or  more 
complaints  within  a  year.  The  report  shall  be  forwarded  to  the  Commanding  Officer 
Of  the  Management  Control  Division  and  to  the  PoHce  Commission.  For  purposes  of 
any  second  or  third  referral  under  this  order,  no  complaint  that  was  filed  more  than 
two  years  prior  to  the  current  quarter  shall  be  counted  or  included  in  the  OCC's 
Quarterly  Report. 

2.    MCD  PROCEDURES.  Upon  receipt  of  the  Quarterly  Report,  the  Commanding  Officer 
of  the  Management  Control  Division  will  prepare  a  memorandum  to  the  Chief  of 
Police  identifying  members  who  fall  within  the  provisions  of  this  program   A  copy  of 
the  memorandum  shall  be  sent  to  the  member's  deputy  chief  and  commander  if 
applicable.  Another  copy  shall  also  be  sent  to  the  member  and  to  the  member's 
commandmg  officer  along  with  copies  of  the  complaint  forms  (SFPD  293). 

DUTffiS  OF  COMMANDING  OFFICERS  AND  SUPERVISORY  OFFICERS 

1 .    INITIAL  REFERRAL-PERFORMANCE  REVIEW.  Commanding  officers  shall  review 
Quarterly  Reports  with  the  member's  supervisor.  If  the  member  has  received  three 
(3)  or  more  complaints  within  a  six  (6)  month  period,  or  four  (4)  or  more  complaints 
within  a  year,  the  supervisor  shall  conduct  a  performance  review  with  the  officer  and 
note  the  occurrence  of  the  review  in  the  member's  PIP  folder  at  Section  II  -  Record  of 
Entiy.  Commandmg  officers  shall,  within  fourteen  (14)  days  of  receipt  of  a  referral 
notice  for  a  member  of  that  command,  make  and  transmit  a  memorandum  to  the 

^er'ompTeted°"'"°^  ^^'^'^°"  """"'^'"^  "^"^ '"  '''^""'^  performance  reviews  have 

2.    SECOND  REFERRAL-PERFORMANCE  REVIEW  SESSION.  A  second  performance  review 
session  Shan  be  held  with  any  officer  who  has  had  one  review  buf  re  e^eTone  or 
more  additional  complaints.  This  session  shall  be  conducted  by  both  tie  membe's 

Mrgrenrc:n3."^^^^  ''''-'  ^^^  ''-"-^  ^ ' ''  ^-  °^  ^-^  -^^^^ol 

a.    When  conducting  this  second  perfomiance  review  session,  commanding  officers 
and  supervisors  shall  review  Quarterly  Reports  along  with  the  member's 
complamt  history  for  the  last  five  years.  memoer  s 

''■    ^^^."^^."^^^^V^','"'"'^''''  ^°"™^ding  officer  and  the  member's  supervisor 
shall  jomtly  develop,  in  the  course  of  this  performance  review  session  a 
D^XTr^  '"^P^ovement  plan  in  order  to  reduce  or  eliminate  behavi;rs  on  the 
part  of  the  member  that  may  contribute  to  unnecessary  conflict  with  the  pubhc 
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The  plan  shall  be  agreed  to  by  the  member  and  signed  by  the  member,  the 
supervisor  and  the  commanding  officer.  The  original  of  the  plan  shall  be  placed 
in  the  member's  PIP  folder.  Any  member  subject  to  a  second  referral,  who 
refuses  to  assist  in  the  development  of  a  performance  improvement  plan  or 
declines  to  sign  the  plan,  shall  be  immediately  referred  to  a  counseling  panel. 

c.    If  the  member's  complaint  history  indicates  similar  conduct,  as  reported  in 
the  Quarterly  Reports,  a  behavior  pattern  may  be  evident.  If  the  member's 
PEP  file  documents  any  prior  corrective  action  or  failed  performance  improvement 
plans,  the  matter  shall  be  immediately  referred  to  a  counseling  panel  (see  3. 
below)  so  that  a  comprehensive  plan  can  be  developed  to  correct  the  behavior. 

3 .    THIRD  AND  SUBSEQUENT  REFERRALS-  COUNSELING  SESSION/COUNSELING  PANEL. 
Whenever  a  third  counseling  session  is  warranted,  the  matter  will  be  examined  by  a 
counseling  panel  composed  of  the  member's  supervisor,  commanding  officer,  deputy 
chief  or  commander,  and  the  Commanding  Officer  of  the  Management  Control 
Division.  The  panel  will  review  the  member's  complaint  history  and  recommend  a 
course  of  action  in  writing  to  the  Chief  of  Pohce.  Upon  the  Chiefs  approval  the 
action  plan  shall  be  included  in  the  member's  PIP  folder. 

D.  PROCEDURES 


1 


2. 


PERFORMANCE  REVIEW  DEFINED.  A  performance  review,  for  purposes  of  this  order 
IS  defined  as  an  mformal  examination  of  all  aspects  of  a  member's  work  performance 
with  emphasis  on  the  manner  m  which  the  member  performs  job  tasks  and  how  that 
manner  may  contribute  to  citizen  complaints. 

PERFORMANCE  IMPROVEMENT  PLAN.  A  written  performance  improvement  plan 
ageed  upon  by  the  member,  the  reviewing  supervisor  and  the  member's  commaJiding 
officer,  IS  designed  to  reduce  or  eliminate  identified  behaviors  that  contribute  to 
unnecessmy  conflicts  in  citizen  contacts.  A  performance  improvement  plan  must 
descnbe  the  behaviors  to  be  addressed,  actions  designed  to  change  those  behaviors 

for  reaching  the  objective  of  changmg,  moderating  or  eliminating  the  behavior(s) 

Pff  foMeVT  'T   '"  '"  "'"'"  "^'  ^"P'"'"°^'  ^^^^  ^^  Pl^^^d  -  the  member's 
FIP  folder.  Once  Ae  time  penod  of  the  plan  has  expired,  the  supervisor  shall  write  a 
memorandum  to  the  member's  commandmg  officer  describing  the  outcome  of^ 
The  plan  and  recommendmg  further  action,  if  warranted.  Completed  performance 

cZXr"'  'h  r  1'"  ''  "'""^'  "  ^^  "^^"^^^^'^  P^  f°l^-  f-  -'  -onths  after 
completion  and  then  forwarded  to  the  Personnel  Section  for  filing 
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3.  COUNSELING  DEFINED.  For  the  purposes  of  this  order,  personnel  counseling  is 
defined  as  a  process  in  which  a  command  or  supervisory  officer  meets  with  a  member 
in  a  non-punitive  setting  to  discuss  the  member's  performance.  Counseling  sessions 
employ  techniques  designed  to  reinforce  good  performance,  improve  poor 
performance,  and  correct  behaviors  that  precipitate  or  contribute  to  complaints.  The 
counseling  defined  in  this  order  is  intended  to  be  a  positive  tool  to  assist  officers  in 
reaching  a  higher  level  of  effectiveness.  Supervisors  are  encouraged  to  use  counseling 
sessions  to  help  improve  communication  with  officers. 

4.  INFORMATION/DISCIPLINE.  Command  and  supervisory  officers  are  encouraged  to 
initiate  performance  reviews  and  counseling  sessions  with  members  of  their 
commands  whenever  they  deem  it  appropriate.  Information  developed  in  counseling 
sessions  may  not  be  used  in  any  fuftire  disciplinary  proceedings  and  shall  not  be 
considered  as  disciphne;  however,  the  fact  that  a  counsehng  session  took  place  may 
be  considered.  Counseling  sessions  should  be  recorded  m  the  member's  PIP  binder 
(or  personnel  file)  after  the  member  has  been  given  an  opportunity  to  review  and  sign 
the  documentation. 

5.  PIP  BINDERS  (See  PIP,  A  Supervisor's  Guide,  DM-06).  Supervising  officers  are 
required  to  review  citizen  complaints  as  they  are  received,  notify  the  involved 
member  that  a  complaint  has  been  filed  against  him  or  her,  and  file  the  complaint  in 
the  member's  PIP  binder. 

6.  BEHAVIOR  FACTORS.  When  conducting  a  performance  review  or  a  counseling 
session,  the  following  should  be  considered: 

a.  Regardless  whether  or  not  the  complaints  have  been  investigated  or  sustained  is 
there  a  behavior  pattern  that  may  be  causing  this  complaint? 

b.  How  does  the  complaint  history  of  the  member  compare  with  other  members  in 
similar  assignments? 

c.  Can  complaints  be  reduced  by  simply  informing  the  member  of  Department 
policies  and  procedures? 

d.  Can  better  interpersonal  skills  be  developed? 

e.  Can  formal  or  informal  training  correct  the  problem? 
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f.  Are  the  details  of  the  complaints  and  the  allegations  so  different  as  to  suggest  that 
there  is  no  improper  behavior  pattern? 

g.  Is  there  any  other  relevant  information  about  the  member  or  the  circumstances 
that  contributes  to  the  number  of  complaints? 

h.    Is  there  a  common  thread  of  conduct  in  separate  complaints  that  seems  to  point  to 
a  personality  trait  that  may  be  contributing  to  the  frequency  of  complaints? 

I.    In  addition  to  the  other  options  provided  in  this  order,  supervisors  may  make 
referrals  to  the  Employee  Assistance  Program  or  other  intervention  programs 
available  to  Department  members  (see  DGO  1 1.09,  Employee  Assistance 
Program/Stress  Unit). 

E.  UWOUNDED  COMPLAINTS.  Unfounded  complaints  shall  no.  be  counted  or  included 
m  OCC  Quarterly  Reports. 

F.  OVERSIGHT  OF  THE  EARLY  WARNING  SYSTEM.  Each  deputy  chief  is  responsible 
for  ensunng  that  his  or  her  subordinates  adhere  to  the  provisions  of  this  order    If  the 
deputy  chief  determines  that  a  supervisor  has  not  complied  with  the  requirements  of  this 
order,  the  supervisor,  and  the  supervisor's  commanding  officer  will  be  subject  to 
disciplinary  proceedings.  In  addition,  the  commanding  officer  may  be  required  to  prenare 
aplantobrmgtheunitintocomphance  requirea  lo  prepare 


References 

DGO  1.04,  Duties  of  Sergeants 

DGO  1.06,  Duties  of  Superior  Officers 

DGO  1 1.09,  Employee  Assistance  Program/Stress  Unit 

PIP,  A  Supervisor 's  Guide  ,  DM-06 
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San  Francisco  Police  Department  4*U2 

GENERAL   ORDER  07/20/94 

ACCEPTING  BAIL 

This  order  establishes  policies  and  procedures  for  accepting  bail  at  district  stations. 
I.   POUCY 

A.  DUTIES  OF  THE  STATION  KEEPER.  The  station  keeper  shaU  be  personaUy 
responsible  for  accepting  bail  and  issuing  receipts.  No  other  member  shall 
accept  ball  monies. 

B.  TRAFHC  AND  NON-TRAFHC  INFRACTION  WARRANTS.  Station 
keepers  shall  accept  cash  (U.S.  currency),  money  orders,  cashiers  checks, 
personal  checks  or  credit  cards  as  bail  for  local  traffic  and  non-traffic  infraction 
warraiits;  however,  only  cash  will  be  accepted  for  foreign  traffic  and  non- 
traffic  infraction  warrants.  A  person  paying  bail  with  cash  shall  be  provided 
with  the  necessary  change. 

1.    PERSONAL  CHECK  ACCEPTANCE  CRITERIA 

.a.   The  check  must  have  the  name  of  the  subject  indicated  on  the  warrant 
printed  on  its  face  by  the  bank. 

h   The  check  must  be  made  payable  to  the  "'Qerk  of  the  Municipal  Court" 
for  the  exact  amoimt  of  the  warrant 

c    The  person  presenting  the  check  must  show  adequate  identification, 
e.g.,  driver  license,  immigration  card  with  a  photo,  credit  cards  with  the 
person's  signature,  etc    Social  Security  cards,  purchased  identification 
cards,  etc.,  are  not  adequate  forms  of  identification. 

d.  No  two-party  checks  are  to  be  accepted.  Two-party  checks  are  checks 
made  payable  to  any  person  other  than  the  aerk  of  the  Municipal 
Court  '^ 

e.  The  check  must  be  properly  dated.  No  post-dated  checks  are  to  be 
accepted- 
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C  ACCEPTING  CREDIT  CARDS/DUTIES  OF  THE  STATION  KEEPER 

1.  AUTHORIZATION.  Obtain  an  authorization  of  the  credit  card  and  the 
amount  through  the  "Security  Chek"  terminal.   When  the  card  is  verified, 
an  authorization  number  will  be  displayed.   If  the  terminal  is  inoperable, 
call  the  authorization  number  listed  on  the  back  of  the  card. 

2.  COMPLETING  THE  DRAFT.  Make  an  imprint  of  the  credit  card  on  a  draft, 
write  in  the  authorization  number,  the  warrant  number(s),  the  total 
amount,  and  have  the  person  sign  the  draft. 

3.  RECEIPT.  Give  the  person  his/her  copy  of  the  credit  card  draft  and  a  copy  of 
the  Traffic  Bail  Receipt. 

D.  BAIL  CUSTODY/DUTIES  OF  THE  STATION  KEEPER.   When  relieved  or 
before  reporting  on  or  off  duty,  enter  any  bail  held  in  the  station  log  book. 
Send  all  forms  and  bail  (cash,  checks  and  credit  card  drafts)  to  the  Traffic  Fines 
Section  (Room  101).  After  1630  hrs.,  or  on  weekends,  forward  them  to  Room 
201  at  the  Hall  of  Justice. 
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GENERAL   ORDER  Rev.  10/04/95 


USE  OF  FORCE 

The  piupose  of  this  order  is  to  set  forth  the  droimstances  under  which  officers  may 
resort  to  the  use  of  force.  The  order  also  outlines  procedures  for  rep>orting  and 
evaluating  incidents  involving  the  use  of  force. 

I.   POUCY 

A.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  accomplish  the 
police  mission  as  effectively  as  possible  with  the  highest  regard  for  the  dignity 
of  all  persons  and  with  minimsj  reliance  upon  the  use  of  physical  force.  The 
use  of  phj^ical  force  shall  be  restricted  to  circumstances  authorized  by  law  and 
to  the  degree  minimally  necessary  to  accomplish  a  lawful  police  task. 

B.  Officers  are  frequently  confronted  with  situations  where  control  must  be 
exercised  to  effect  arrests  and  to  protect  the  public  safety.  Control  may  be 
achieved  through  advice,  warnings,  and  persuasion,  or  by  the  use  of  physical 
force.  While  the  use  of  reasonable  physical  force  may  be  necessary  in 
situations  that  cannot  be  otherwise  controlled,  force  may  not  be  resorted  to 
unless  other  reasonable  alternatives  have  been  exhausted  or  w^ould  clearly  be 
ineffective  under  the  particular  circumstances. 

C  Officers  are  permitted  to  use  whatever  force  is  reasonable  and  necessary  to 
protect  others  or  themselves,  but  no  more.  The  purpose  of  this  policy  is  not 
to  restrict  officers  from  using  sufficient  force  to  protect  themselves  or  others, 
but  to  provide  general  guidelines  under  which  force  may  be  used.  If 
exceptional  circumstances  occiu"  which  are  not  contemplated  by  this  order, 
officers  should  use  any  force  reasonably  necessary  to  protect  themselves  or 
others;  however,  they  must  be  able  to  articulate  the  reasons  for  employing 
such  force. 
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D.  CATEGORIES  OF  FORCE  TO  EMPLOY  (IN  ASCENDING  ORDER  OF 
GRAVITY) 

L  When  the  use  of  force  is  necessary  and  appropriate^  officers  shall,  to  the 
extent  possible,  utilize  an  escalating  scale  of  options  and  not  employ  more 
forceful  measures  unless  it  is  determined  that  a  lower  level  of  force  would 
not  be  adequate,  or  such  a  level  of  force  is  attempted  and  actually  found  to 
be  inadequate.  The  scale  of  options,  in  order  of  increasing  severity,  is  set 
forth  below: 

a.   Verbal  Persuasion 

h   Physical  Control  (e.g.,  passive  lesister,  bent  wrist  control,  excluding  the 
carotid  restraint) 

c    Liquid  Chemical  Agent  (Mace/Oleoresin  Capsicum) 

d,  Carotid  Restraint 

e.  Department-issued  Baton 
t    Firearm 

2.   It  is  not  the  intent  of  the  order  to  require  officers  to  try  each  of  the  options 
before  escalating  to  the  next  Qearly,  good  judgment  and  the 
circumstances  of  each  situation  will  dictate  the  level  at  which  an  officer 
will  start.  Officers  using  any  type  of  force  are  accountable  for  its  use. 

E  REASONABLE  FORCE 

L   Officers  must  frequentiy  employ  the  use  of  force  to  effect  arrests  and 

ensure  the  public  safety.  It  is  not  intended  that  any  suspect  should  ever  be 
allowed  to  be  the  first  to  exercise  force,  thus  gaining  an  advantage  in  a 
physical  confrontation.  Nothing  in  this  order  should  be  interpreted  to 
mean  that  an  officer  is  required  to  engage  in  prolonged  hand-to-hand 
combat  with  all  its  risks  before  resorting  to  the  use  of  force  that  will  more 
quickly,  humanely  and  safely  bring  an  arrestee  under  physical  control 
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2.   Penal  Code  Section  835  a  provides  that,  "  Any  peace  officer  who  has 

reasonable  cause  to  believe  that  the  person  to  be  arrested  has  comtnttted  a 
public  offense  may  use  reasonable  force  to  effect  the  arrest,  to  prevent 
escape  or  to  overcome  resistance.  A  peace  officer  who  makes  or  attempts 
to  make  an  arrest  need  not  retreat  or  desist  from  his/her  efforts  by  reason 
of  resistance  or  threatened  resistance  of  the  person  being  arrested;  nor 
shall  such  officer  be  deemed  the  aggressor  or  lose  his/her  right  to  self 
defense  by  the  use  of  reasonable  force  to  effect  the  arrest,  or  to  prevent 
escape,  or  to  overcome  resistance." 

F.  CIRCUMSTANCES  JUSTIFYING  THE  USE  OF  FORCE 

1.  Officers  may  use  force  in  the  performance  of  their  duties  in  the  following 
circumstances: 

a.   To  prevent  the  commission  of  a  public  offense. 

h.   To  prevent  a  person  from  injuring  himself/herself. 

c   To  effect  the  lawful  arrest/detention  of  persons  resisting  or  attempting 
to  evade  that  arrest/detention. 

d.  In  self-defense  or  in  the  defense  of  another  persoru 

2.  Before  using  force,  the  officer  should  consider  these  questions: 

a.   What  actions  on  the  part  of  the  suspect  justify  the  use  of  force? 

bt   What  crime  is  being  or  has  been  committed? 

c    Does  the  situation  require  the  immediate  use  of  force? 

a  VERBAL  PERSUASION  AS  A  MEANS  OF  EFFECTING  CUSTODY 

1.   The  practice  of  courtesy  in  all  public  contact  encourages  understanding 
and  cooperation;  lack  of  courtesy  arouses  resentment  and  often  physical 
resistance.  Simple  directions  which  are  complied  with  while  you  merely 
accompany  the  subject  are  by  far  the  most  desirable  method  of  dealing 
with  an  arrest  situation.  Control  may  be  achieved  through  advice, 
persuasion  and  warnings  before  resorting  to  actual  physical  force. 
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2.   The  above  should  not  be  constraed  to  suggest  that  you  should  ever  relax 
and  lose  control  of  a  situation,  thus  endangering  your  personal  safety  or 
the  safety  of  others.  Officers  are  permitted  to  use  that  force  which  is 
reasonable  and  necessary  to  protect  themselves  from  bodily  harm. 

H.  USE  OF  PHYSICAL  CONTROL  TO  ACCOMPUSH  CUSTODY 

1.  Frequently,  subjects  are  reluctant  to  be  taken  into  custody  and  offer  some 
degree  of  physical  resistance.  Normally  all  that  is  required  to  overcome 
the  resistance  is  physical  strength  and  skill  in  defensive  tactics,  e.g.,  passive 
resister,  bent  wrist  control. 

2.  Defensive  tactics  are  techniques  intended  for  use  when  weapons  are  not 
available  or  their  use  is  inadvisable  or  unreasonable  under  the 
circumstances.  You  must,  however,  ensure  that  you  are  capable  of 
utilizing  physical  skills  to  subdue  a  person.  Good  judgement  is  extremely 
important  in  deciding  which  tactics  to  use  and  how  much  force  to  apply. 
The  force  used  must  be  necessary. 

3.  When  confronted  with  a  situation  tiiat  may  necessitate  the  use  of  physical 
control,  consideration  should  be  given  to  calling  for  additional  cover 
officers  prior  to  the  contact 

4.  In  encountering  physical  resistance  and/or  assault,  an  officer's  primary 
goal  IS  to  control  tiie  sihiation.  The  level  of  force  encountered  determines 
what  form  of  defense  should  be  exercised.  When  conditions  permit,  tiie 
best  means  of  conti-olling  a  subject  is  by  tfie  imposition  of  manual  resfa-aint 
according  to  mettiods  Uught  in  Department  ti-aining  courses. 

a.   Choking  by  means  of  pressure  on  Uie  subject's  faachea  is  a  prohibited 
practice.  '^ 

h.   Rendering  a  subject  unconscious  by  applying  pressure  to  tfie  carotid 
arte^  is  permissible  only  when  lesser  types  of  restraint  would  be 
ineffective  (see  Section  I.,  J.). 
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USE  OF  LIQUID  CHEMICAL  AGENT  (MACE/OLEORESIN  CAPSICUM)  TO 
ACCOMPUSH  CUSTODY 

1.  Liquid  chemical  agent  is  a  non-lethal  device  designed  to  subdue  a  person 
by  projecting  a  specially  formulated  liquid  onto  the  face.  It  is  not  designed 
to  replace  the  police  revolver  or  baton.  Liquid  chemical  agent  is  a 
defensive  weapon  intended  for  use  when  attempting  to  subdue  an 
unarmed  attacker  or  to  overcome  resistance  likely  to  result  in  injury  to 
either  the  suspect  or  the  officer. 

2.  In  most  instances,  liquid  chemical  agent  will  reduce  or  eliminate  the 
necessity  for  greater  physical  force  to  effect  the  arrest  Every  officer  should 
be  equipped  with  liquid  chemical  agent  and,  when  practical  to  do  so, 
should  use  it  rather  than  the  baton  or  carotid  restraint 

3.  MEDICAL  TREATMENT.  Persons  who  have  had  Mace  or  O.C  sprayed  on  their 
faces  shall  have  their  faces  washed  and  their  eyes  flushed  with  clean  water 
at  the  scene  or  as  soon  as  possible.  Medical  evaluation  shall  occun 

a.    Prior  to  booking  and  as  soon  as  practicable. 

h    If  the  person  is  recovering  normally,  request  an  ambulance  (Code  2)  to 
the  scene  or  arrange  to  have  paramedics  meet  you  at  another  location 
to  medically  assess  the  individual. 

c    If  the  ambulance  is  imavailable  or  the  delay  will  be  excessive,  transport 
the  exposed  subject  to  SFGH  for  medical  evaluatioiu 

d.   If  the  sprayed  suspect  looses  consciousness  or  has  difficulty  breathing, 
summon  an  ambulance  Code  3. 

4.  TRANSPORTATION.  Persons  who  have  been  sprayed  with  Mace  or  O.C 
must  be  transported  in  an  upright  position  by  two  officers.  The  passenger 
officer  shall  closely  monitor  the  subject  for  any  signs  of  distress  which 
would  require  medical  evaluation  and/or  treatment  Hobble  cords  or 
similar  types  of  restraints  shall  only  be  used  to  secure  a  subject's  legs 
together.  They  shall  not  be  used  to  coimect  the  subjects  legs  to  his/her 
waist  or  hands  in  a  "trussed"  positioiu 
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5.  MONITORING  SUBJECTS.  Supervisors  shall  ensure  that  any  person  who  has 
been  sprayed  with  Mace  or  O.C  is  kept  under  direct  visual  observation 
until  he/she  has  been  medically  evaluated.  If  the  person  appears  to  be 
having  difficulty  breathing,  an  ambulance  shall  be  summoned 
immediately. 

6.  BOOKING  FORM.   Persons  who  have  been  sprayed  with  liquid  chemical 
agent  shall  have  that  noted  on  the  booking  form. 

J.    USE  OF  CAROTID  RESTRAINT  TO  ACCOMPLISH  CUSTODY 

1.  The  carotid  restraint,  when  properly  applied,  is  a  very  effective  means  of 
subduing  a  violent  subject;  however,  caution  must  be  used  in  its 
applicatioiu  The  officer  applying  the  hold  must  attempt  to  ensure  the 
hold  does  not  slip  into  a  bar  arm  trachea  choke. 

2.  The  carotid  restraint  is  an  acceptable  use  of  force  in  the  following 
situations: 

a.    The  officer  is  physically  attacked. 

h.    To  stop  a  physical  attack  on  another  persoiu 

c    The  officer  has  attempted  a  lesser  level  of  force  and  found  it  to  be 
inadequate. 

d.  In  the  officer's  best  judgement,  having  evaluated  the  particular 
circumstances,  a  lesser  level  of  force  would  be  inadequate. 

3.  MEDICAL  TREATMENT.  Officers  finding  it  necessary  to  apply  the  Carotid 
restraint  must  monitor  the  subject's  vital  signs  closely.  Additionally,  if  the 
subject  has  difficulty  breathing  or  does  not  immediately  regain 
consciousness,  the  arresting  officer  shall  immediately  call  paramedics  to 
the  scene.  In  all  cases  where  the  carotid  restraint  is  used,  the  subject  shall 
be  medically  evaluated. 

4.  BOOKING  FORM.  Persons  who  have  been  the  subject  of  a  carotid  restraint 
shall  have  that  noted  on  the  booking  form. 
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K.  USE  OF  BATON  TO  ACCOMPUSH  CUSTODY.  The  baton  in  the  hands  of  an 
officer  trained  in  its  use  is  a  very  formidable  weapon.  If  we  are  to  obtain 
effective  results,  avoid  unnecessary  injury  to  suspects,  and  minimize 
criticism  of  the  Department^  the  baton  must  be  used  properly  and  judiciously. 

1.  The  baton  must  be  carried  properly  in  the  officer's  baton  ring.  A  baton  left 
in  the  car  is  of  no  use  to  an  officer  in  a  confrontation. 

2.  Officers  are  not  to  slap  the  palm  of  their  hand  with  the  baton  or  poke  the 
baton  at  people  as  an  intimidation  technique. 

3.  The  baton,  when  properly  used,  is  capable  of  delivering  extremely 
powerful  blows  to  stun  and  incapacitate  an  aggressive  opponent  It  is  also 
capable  of  delivering  lethal  or  permanently  disabling  blows.  Blows  to  the 
head,  throat,  side  of  the  neck,  or  armpit  must  be  avoided  whenever 
possible. 

4.  To  properly  control  and  therefore  maximize  its  effectiveness,  the  baton 
should  normally  never  be  raised  above  the  head  to  strike  a  blow.  The  use 
of  the  baton  as  a  club  is  generally  prohibited. 

5.  Striking  a  handcuffed  prisoner  with  a  baton  is  expressly  prohibited  (except 
as  allowed  for  in  Section  I.,  C,  of  this  order). 

6.  Officers  will  carry  only  batons  issued  by  the  Department 

L  USE  OF  FIREARM  TO  ACCOMPUSH  CUSTODY.  See  DGO  5.02  Use  of 
Firearms.  ' 

M.  UNNECESSARY  FORCE  (DEHNED) 

1.   Unnecessary  force  occurs  when  it  is  apparent  that  the  type  or  degree  of 
force  employed  was  neither  necessary  nor  appropriate.  When  any  degree 
of  force  is  utilized  as  summary  punishment  or  for  vengeance,  it  is  clearly 
improper  and  unlawful.  ^ 


2. 


Maliaous  assaults  and  batteries  committed  by  officers  constihite  gross  and 
unlawful  misconduct  Penal  Code  Section  149  provides  criminal  penalties 
for  every  public  officer  who  under  tiie  color  of  authority,  wiUiout  lawful 
necessity,  assaults  or  beats  any  person. 


DGO  5.01 
Rev. 10/04/95 

3.  When  the  use  of  force  is  applied  indiscriminately,  the  officer  will  face  civil 
and  criminal  liability  and  Department  disciplinary  action. 

4.  Justification  for  the  use  of  force  is  limited  to  what  is  reasonably  known  or 
perceived  by  you  at  the  time.  Facts  discovered  after  the  event,  no  matter 
how  compelling,  cannot  be  considered  in  determining  whether  the  force 
was  justified. 

N.  REPORTING  AND  INVESTIGATING  THE  USE  OF  FORCE 

1.  TYPES  OF  INODENTS  REQUIRING  REPORTING.  Officers  must  report  the  use  of 
the  following  types  of  force: 

a.   Physical  control,  when  the  person  is  injured  or  claims  to  be  injured. 

h.    Liquid  chemical  agent,  when  sprayed  on  or  at  the  peison. 

c    Department-issued  baton,  when  the  person  is  struck  or  jabbed. 

d.  When  the  officer  finds  it  necessary  to  strike  a  suspect  with  his/her  fist, 
a  flashlight,  or  any  other  object 

e.  Carotid  restraint 

t    Firearm  (also  see  DGO  5.02,  Use  of  Firearms). 

2.  NOTlFiCATlON/lNaDENT  REPORT.  In  aU  cases  in  which  an  officer  is 
required  to  report  the  use  of  force,  the  officer  using  the  force  shall 
immediately  notify  his/her  supervisor,  and: 

a.    When  the  officer  using  force  is  also  the  reporting  officer,  prepare  an 
incident  report  containing  the  following  information: 

(1)  The  type  of  force  used  (e.g.,  carotid  restraint,  struck  with  fist). 

(2)  Reason  for  the  use  of  force  (e.g.,  subject  resisted  arrest). 

(3)  The  supervisor's  name,  rank,  star  number  and  time  notified.  If 
applicable,  the  supervisor's  reason  for  not  responding  to  the  scene 
shall  also  be  included. 
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h   In  the  event  that  the  officer  using  force  is  not  the  officer  preparing  the 
incident  report,  the  officer  using  the  force  shall: 

(1)  Ensure  that  he/she  is  clearly  identified  in  the  incident  report 

(2)  Ensure  that  the  incident  report  includes: 

•  The  type  of  force  used  (e.g.,  carotid  restraint,  struck  with  fist). 

•  Reason  for  the  use  of  force  (e.g.,  subject  resisted  arrest). 

•  The  supervisor's  name,  rank,  star  number  and  time  notified. 

(3)  Or  prepare  a  supplemental  report  or  a  statenient  form  with  the 
above  information. 

3.   SUPERVISORY  OFFICER'S  RESPONSIBILITIES.  When  notified  of  the  use  of 
forte,  supervisors  shall  determine  whether  anyone  (including  the  officer) 
has  sustained  an  injury  and  its  severity.  If  an  injury  has  been  sustained 
which  is  serious  enough  to  require  immediate  medical  treatment,  the 
supervisor  shall  immediately  respond  to  the  scene  of  the  incident  unless  a 
response  is  impracticable,  poses  a  danger,  or  where  officers'  continued 
presence  creates  a  risk.  Response  is  optional  in  other  reportable  use  of 
force  incidents.  Upon  arrival,  the  supervisor  shall  do  the  following  (when 
more  than  one  supervisor  responds,  the  responsibility  shall  fall  on  the 
senior  supervisor): 

a.    Ensure  that  witnesses  (including  officers)  to  the  criminal  incident  and 
also  the  reportable  use  of  force  incident  are  identified,  interviewed,  and 
that  this  information  is  included  in  the  incident  report  Hostile 
situations  or  number  of  witnesses  may  preclude  identification  and 
interview  of  all  witnesses. 

h.    Conduct  observations  of  the  scene  and  injured  subjects  or  officers. 

c    Conduct  a  supervisorial  evaluation  to  determine  whether  the  force 
used  appears  reasonable  and  within  the  provisions  of  this  order. 

d.  When  appropriate,  cause  photographs  of  injuries  or  other  evidence 
connected  to  the  case  to  be  taken  and  booked  as  evidence. 
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e.   Review  the  officer's  incident  report 

t    Record  the  incident  in  the  Use  of  Force  Log  (see  below).  The 

supervisor  who  is  notified  of  the  reportable  use  of  force  is  responsible 
for  recording  the  incident  in  the  Use  of  Force  Log. 

4.  UNNECESSARY  OR  EXCESSIVE  FORCE/REPORTING  AND  INVESTIGATIVE 
RESPONSIBILITIES.  Should  the  supervisorial  evaluation  conclude  possible 
misconduct  involved  in  the  use  of  force,  the  supervisor  shall: 

a.   Immediately  notify  his/her  superior. 

h   Make  arrangements  for  any  interviews  that  may  have  to  be  conducted. 

c    Prepare  a  memorandum  of  observations,  evaluation  and  actions  takeiu 

5.  SUPERIOR  OFHCER  RESPONSIBILITIES.  After  being  notified  of  possible 
misconduct  involved  in  the  use  of  force,  the  superior  officer  shall: 

a.   Conduct  an  investigatioiu 

h,   Officers  suspected  of  misconduct  shall  be  advised  of  rights  described  in 
DGO  2.08,  Peace  Officers'  Rights,  and  be  given  the  opportunity  to  have  a 
representative  present  before  any  administrative  interviews. 

c    If  a  criminal  investigator  is  assigned  the  case,  the  superior  officer 
should  confer  with  the  investigator  to  coordinate  the  criminal  and 
administrative  interviews  and  Miranda  warning. 

d.  Make  the  required  notifications  to  O.CC  if  a  citizen  complaint  is  made 
(see  DGO  2.04,  Qtizen  Complaints  Against  Officere).  Notify  the  officer's 
commanding  officer  when  required  (see  DGO  1.06,  Dudes  of  Superior 
Officers).  *^ 

e.  Prepare  a  report  containing  results  of  investigation,  preliminary 
findings,  conclusions  and  recommendations  if  appropriate. 
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6.    RECORDING  PRCXZEDURES/USE  OF  FORCE  LOG/TRAINING  DIVISION  USE  OF 
FORCE  REPORT.  Every  unit  of  the  Department  whose  officers  normally 
perform  street  duty  (e.g.,  district  stations.  Narcotics,  Vice  Crimes,  Traffic, 
Special  Operations  Division,  etc)  shall  maintain  a  Use  of  Force  Log  (SFPD 
128).  Other  units  (e.g.,  administrative,  investigative,  etc)  need  not 
maintain  a  Use  of  Force  Log;  however,  commanding  officers  of  these  units 
are  responsible  to  ensure  compliance  with  all  other  provisions  of  this 
order  along  with  the  following  recording  procedures: 

a.   On  each  occasion  that  an  officer  reports  the  use  of  force  in  an  incident 
report,  he/she  shall  verbally  notify  the  supervisor  reviewing  the  report 
if  different  than  the  supervisor  notified  that  the  report  contains 
reportable  use  of  force.    The  supervisor  reviewing  this  report  shall 
ensure  the  necessary  information  is  placed  in  the  Use  of  Force  Log. 
Two  copies  of  the  incident  report  shall  be  attached  to  the  log. 

h.   On  the  1st  and  15th  of  each  month,  commanding  officers  shall  sign  the 
log  and  send  it,  along  with  one  copy  of  each  of  the  incident  reports,  to 
their  respective  deputy  chief.  The  deputy  chief  will  review  the  log  and 
route  it  to  the  Management  Control  Divisioiu  Commanding  officers 
shall  forward  a  copy  of  the  log  and  one  copy  of  each  incident  report  to 
the  Commanding  Officer  of  the  Training  Division. 

c    The  Commanding  Officer  of  the  Management  Control  Division  will 
maintain  controls  that  assure  all  imit  logs  are  received  and  shall 
review  completed  forms  to  ascertain  if  any  officer  appears  to  be  having 
problems  with  the  use  of  force.  If  so,  he/she  shall  notify  the 
appropriate  command  personnel  (also  see  DGO  3.18,  Performance 
Improvement  Program  and  Performance  Improvement  Program,  A 
Supervisor's  Guide,  DM-06). 

d-  The  Commanding  Officer  of  the  Training  Division  wUl  maintain 
controls  that  assure  aU  unit  logs  and  reports  are  received,  and  shall 
perform  a  non-punitive  review  of  completed  logs  and  incident  reports 
to  ascertain  the  number,  types,  proper  application  and  effectiveness  of 
uses  of  force  reported  by  members  of  this  Department  The 
information  developed  shall  be  used  to  identify  training  needs.  The 
Commanding  Officer  of  tiie  Training  Division  shaU  report  to  tiie  Chief 
of  Police  quarterly  on  tiie  use  of  force  by  members  of  the  DepartinenL 
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San  Francisco  Police  Department  5   02 

GENERAL   ORDER  Key,  iiyoi/95 

USE  OF  HREARMS 

This  order  establishes  policies  and  reporting  procedures  regarding  the  use  of 
firearms. 

I.  POLICY 

A.  GH^reRAL.  It  is  the  policy  of  the  San  Francisco  Police  Department  that 
officers  exhaust  all  reasonable  means  of  apprehension  and  control  before 
resorting  to  the  use  of  firearms.  Officers,  however,  shall  not  unnecessarily  or 
unreasonably  endanger  themselves  in  applying  the  policies  and  procedures 
contained  in  this  order  in  actual  situations. 

B.  DRAWING  FIREARMS 

1.  PUBUC  PLACES.  An  officer  shall  not  draw  a  firearm  in  any  public  place 
except  in  the  line  of  duty  or  for  inspection  by  a  superior. 

2.  OFHCER^UBUC  SAFETY.  Nothing  in  this  policy  shall  prohibit  the  drawing 
or  exhibiting  of  a  firearm  in  the  line  of  duty  when  an  officer  reasonably 
believes  it  necessary  for  his/her  own  safety  or  for  the  safety  of  others 
Officers  may  also  draw  and  be  ready  to  use  a  firearm  anytime  tiiev  have 
reasonable  cause  to  believe  that  they  or  anotiier  person  may  be  in 
immediate  danger  of  death  or  great  bodily  injury.  Officers  shall  not  cock 
their  firearms  m  these  instances. 

''   irti^fil'^T"''  ^^  °^'*'  "^^S  a  weapon  in  pubUc  must  be  able  to 
articulate  the  reasons  consistent  with  this  order  and  any  other  current 
order  regarding  the  subject  Firearms  shall  not  be  displayed  without 
justifiable  cause.  ^ 

4.   HOLSTERING  WEAPONS.  When  an  officer  detennines  that  the  danger  is 
n  a  port  arms  pos.Uon  away  from  the  person.  K  the  person  is  not  irSled 
at  him/her  if  the  Circumstances  permit 

'•   posmoTa?LTu'r'-  ^"  °''"'  ''-'"  ""  ""^  '  fi«ann  in  the  coCed 
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C  DISCHARGE  OF  HREARMS 

1.   REASONABLE  METHODS  OF  APPREHENSION.  Officers  shall  not  dischai^e  a 
firearm  in  the  perfonnance  of  their  duties  except  in  the  circumstances 
described  below  in  Section  I.  C  2.,  and  only  after  all  other  reasonable 
methods  and  procedures  of  apprehension  and  control  have  failed.   "Other 
reasonable  methods  and  procedures  of  apprehension  and  control"  shall  be 
based  upon  the  officer's  capabilities  at  the  time  of  Uie  discharge,  tiie  nature 
«id  immediacy  of  the  threat,  the  extent  of  the  threat  to  innocent  persons, 
the  nature  of  the  crime,  and  the  suspect's  repuUtion  for  violence. 

Z   PERMISSIBLE  CIRCUMSTANCES.  Officers  may  discharge  a  firearm  in  any  of 
the  following  circumstances: 

a.   In  the  necessary  defense  of  himself/herself  when  the  officer  has 

reasonable  cause  to  believe  that  he/she  is  in  imminent  danger  of  death 
or  serious  bodily  injury. 

h.   In  the  necessaiy  defense  of  another  person  when  the  officer  has 
-      '^**°"*^*«  f*"se  to  believe  Uiat  tiie  person  is  in  imminent  danger  of 
death  or  serious  bodily  injury.  * 

c    To  make  an  arrest  when: 

(1)  The  officer  has  reasonable  cause  to  believe  that  the  suspect  has 
committed  or  attempted  to  commit  a  felony  involving  the  use  or 
tiireatened  use  of  deadly  force;  and 

(2)  The  off icer  has  reasonable  cause  to  believe  that  a  substantial  risk 
exists  that  Uie  person  to  be  arrested  will  cause  death  or  serious 
bodily  injury  if  his/her  apprehension  is  delayed;  and 

^^^bf^n  ^""""h"^"""^^^^  ""^^  °^  apprehension  and  control  have 


d. 


To  kill  a  dangerous  animal  or  one  that  is  so  badly  injured  that 
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e.    To  give  an  alarm  or  to  call  for  help  for  an  urgent  purpose  when  no 
other  means  can  be  used. 

3.  VERBAL  WARNING.  If  feasible,  and  if  to  do  so  would  not  increase  the 
danger  to  the  officer  or  others,  a  verbal  warning  to  submit  to  the  authority 
of  the  officer  shall  be  given  prior  to  the  use  of  deadly  force, 

4.  ENDANGERING  THE  PUBUC/RECKLESS  DISCHARGE   Officers  shall  take 
extreme  care  when  discharging  their  weapons  so  as  not  to  endanger 
innocent  persons  or  jeopardise  property.  The  discharging  of  firearms  in  a 
reckless  and  irresponsible  manner,  or  while  under  the  influence  of  any 
substance  likely  to  impair  physical  or  mental  processes,  is  prohibited  and 
subject  to  disciplinary'  action  by  the  Department,  whether  the  incident 
occurs  within  or  outside  the  Qty  and  County  limits. 

5.  PROHIBITED  CIRCUMSTANCES.  Officers  shaU  not  discharge  firearms  under 
any  of  the  following  circumstances: 


a.    As  a 


wanung. 


-Ix    At  or  from  a  moving  vehicle  unless  the  circumstances  come  within 
the  provisions  as  set  forth  in  Section  L,  C,  2,,  a.,  b.,  c  of  this  order. 

c    In  misdemeanor  cases,  except  if  the  circumstances  come  within  the 
provisions  as  set  forth  in  Section  L,  C,  2.,  a.,  b.  of  this  order. 

d.  In  circumstances  that  do  not  require  police  action, 

e.  At  a  moving  vehicle  with  the  intent  to  disable  it 

D.  REPORTING  DISCHARGE  OF  FIREARMS  (also  see  DGO  8.11,  Officer- 

to  tt^oL'w     '^;u'^'^°"  °'  °^  ^"^y-  '^^  ^P°^  *^  i^^dent  according 
to  the  procedures  in  this  order.  This  includes  an  intentional  or  accidental 
discharge,  either  within  or  outside  the  Qty  and  County-  of  San  F^dLo 

Referpnfpg 

DGO  8.01,  Critical  Incident  Notification 
DGO  8.04,  Critical  Incident  Response  Team 
DGO  8.11,  Officer-Involved  Shootings 


San  Francisco  Police  Department  D»\JO 

GENERAL   ORDER  08/17/94 

INVESTIGATIVE  DETENTIONS 

This  order  establishes  poUdes  and  procedures  regarding  investigative  detentions. 
I.   POUCY 

A.  DETENTIONS.  It  is  the  policy  of  the  San  Francisco  Police  Department  that 
every  person  has  the  right  to  use  the  public  streets  and  public  places  so  long  as 
he/she  does  not  engage  in  criminal  activity.  Factors  such  as  the  person's  race, 
sex,  sexual  orientation,  age,  dress,  unusual  or  disheveled  or  impoverished 
appearance  do  not  alone  jxistify  even  a  brief  detention,  a  request  for 
identification,  or  an  order  to  move  on,  nor  do  general  complaints  from 
residents,  merchants  or  others. 

B.  REASONABLE  SUSFIOON.  A  police  officer  may  briefly  detain  a  person  for 
questioning  or  request  identification  only  if  the  officer  has  a  reasonable 
suspicion  that  the  person's  behavior  is  related  to  criminal  activity.  The  officer, 
however,  must  have  specific  and  articulable  facts  to  support  his/her  actions;  a 
mere  suspicion  or  'liunch"  is  not  sufficient  cause  to  detain  a  person  or  to 
request  identificatioru 

C  LENGTH  OF  DETENTION.  A  detention  must  be  brief  and  limited  to  the 
amoiuit  of  time  reasonably  necessary  to  conduct  the  investigation. 

D.  REQUESTS  FOR  IDENTIHCATION.  The  refusal  or  failure  of  a  person  to 
identify  himself  or  herself  or  to  produce  identification  upon  request  of  a 
police  officer  cannot  be  the  sole  caxise  for  arrest  or  detention,  except  where  the 
driver  of  a  motor  vehicle  refuses  to  produce  a  driver  license  upon  the  request 
of  an  officer  enforcing  the  Vehicle  Code  or  the  Traffic  Code.  Except  in  the  case 
of  a  driver  of  a  motor  vehicle,  a  person's  refusal  or  failure  to  produce 
identification  is  not  unlawful,  and  an  officer  may  not  threaten  a  person  with 
arrest  solely  for  his  or  her  refusal  to  identify  himself  or  herself. 

E  ORDERS  TO  MOVE  ON.  Officers  do  not  have  the  authority  to  order  persons 
to  "move  on"  absent  probable  cause  to  believe  an  offense  has  occurred,  or 
absent  articulable  facts  requiring  movement  for  public  safety.  Also  see  DGO 
5.07,  Rights  of  Onlookers. 

F.  WARRANT  CHECKS  (POLICY).  See  DGO  6.18,  Warrant  Arrests. 
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IIL  PROCEDURES 

A.  CERTIFICATE  OF  RELEASE /INCIDENT  REPORT/ DUTIES  OF  DETAINING 
OFFICER 

1.  BRIEF  DETENTIONS.  If  you  briefly  detain  a  person  where  you  stop  him/her, 
or  move  a  person  a  short  distance  for  safety,  convenience,  or  privacy,  the  ' 
person  is  not  considered  arrested  or  taken  into  custody.  When  releasing 
the  person,  you  need  not  issue  a  Certificate  of  Release  or  prepare  an 
incident  report. 

2.  PROLONGED  DETENTIONS.  If,  however,  you  release  a  person  after  he/she 
has  been  moved  a  substantial  distance  or  has  been  detained  a  significant 
length  of  time,  you  must  issue  the  person  a  Certificate  of  Release  and 
prepare  an  incident  report  justifying  the  movement  or  the  length  of 
detention.  Title  the  incident  report  'Investigative  Detention,"  list  the 
person  as  "D"  detained,  and  include  the  reason(s)  the  subject  was  detained 
such  a  long  time  or  why  he/she  was  moved. 

3.  PHYSICAL  RESTRAINT.  If  you  take  the  detained  person  to  a  poUce  fadhty  or 
physically  restrained  the  person,  issue  a  Certificate  of  Release. 

4.  UNDER  THE  INFLUENCE.  If  you  arrest  a  person  solely  for  being  under  the 
influence  of  a  narcotic,  drug  or  restricted  dangerous  drug  and  take 
him/her  to  a  facility  or  hospital  for  treatment  and  no  further  proceedings 
are  desirable,  issue  the  person  a  Certificate  of  Release. 

5.  QUESTIONABLE  SITUATIONS.  If  there  is  doubt  as  to  whether  you  should 
issue  a  Certificate  of  Release,  always  resolve  the  doubt  by  issuing  the  form. 

6.  FORM  PREPARATION  AND  FILING.  Complete  the  Certificate  of  Release  fonn 
m  duphcate^  Give  the  original  to  the  person  being  released  and  forward  a 
copy  to  the  Records  Section,  Room  475,  Hall  of  Justice. 


References 

Penal  Code  Section  849(b) 
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San  Fnndsco  Police  Depaitment  w».\/"x 

GENERAL   ORDER  Rev.  05/01/96 

ARRESTS  BY  PRIVATE  PERSONS 

This  order  establishes  policies  regarding  an  officer's  obligation  to  receive  a  subject 
arrested  by  a  private  person  and  to  determine  whether  to  arrest  or  release  the 
subject. 

I.  POUCY 

A.  REQUIREMENT  TO  RECEIVE  OR  ARREST.  Penal  Code  Section  142  states: 
''Any  peace  officer  who  has  the  authority  to  receive  or  arrest  a  person  charged 
vnth  a  criminal  offense  and  vHllfully  refuses  to  receive  or  arrest  such  person 
shall  he  punished  by  a  fine  not  exceeding  ten  thousand  dollars  ($10,000),  or  by 
imprisonment  in  the  state  prison,  or  in  the  county  jail  not  exceeding  one  year 
or  by  both  such  fine  and  imprisonment." 

B.  LIABILITY  OF  PEACE  OFFICER.  Penal  Code  Section  847  states:  A  private 
person  who  has  arrested  another  for  the  commission  of  a  public  offense  must, 
xtnthout  unnecessary  delay,  take  the  person  arrested  before  a  magistrate,  or 
deliver  him  or  her  to  a  peace  officer.  There  shall  be  no  civil  liability  on  the 
part  of,  and  no  cause  of  action  shall  arise  against,  any  peace  officer. . .  acting 
vnthin  the  scope  of  his  or  her  authority,  for  false  arrest  or  false  imprisonment 
arising  out  of  any  arrest  when  any  one  of  the  follozving  circumstances  exists: 

•  The  arrest  was  lawful  or  when  the  peace  officer,  at  the  time  of  the  arrest 
had  reasonable  cause  to  believe  the  arrest  was  lawful)  {or) 

•  "When  the  arrest  was  made  pursuant  to  a  charge  made,  upon  reasonable 
cause,  of  the  commission  of  a  felony  by  the  person  to  be  arrested;  (or) 

•  When  the  arrest  was  made  pursuant  to  the  requirements  of  Section  142, 
838  or  839. 
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C  REQUESTING  AN  ARREST/INTENT.  Occasionally,  Uie  Department 
receives  complaints  from  citizens  who  state  that  an  officer  failed  to  place  a 
person  vmder  private  person  arrest  In  these  cases,  the  citizen  thought  that  he 
or  she  had  made  it  verbally  clear  that  the  person  was  to  be  placed  under  such 
an  arrest  Officers  should  be  aware  that  a  citizen  may  say  that  he  or  she 
wishes  to  arrest  an  individual  without  using  a  formally  worded  demand  such 
as:  1  wish  to  place  this  person  under  citizen's  arrest '^  Officers  must  always 
evaluate  the  intent  of  the  person  making  the  arrest  and,  if  necessary,  ask 
questions  in  order  to  determine  if  the  person  is  actually  requesting  a  private 
person  arrest 

D.  ARREST  OR  RELEASE  Although  officers  are  obligated  to  receive  an  arrest  by 
a  private  person,  the  decision  to  arrest  or  release  the  subject  is  yours.  If  you 
believe  there  are  insufficient  grounds  for  making  a  criminal  complaint 
against  the  arrested  person,  you  may  release  him/her  pursuant  to  Section  849 
(b)  (1)  of  the  Penal  Code.  If  you  release  the  person,  give  himTher  a  Certificate 
of  Release  (SFPD 184).  (See  IX30  5.03,  Investigative  Detentions). 

E  BOOK  OR  CITE  See  DGO  5.06,  Gtation  Release. 

E  INODENT  REPORT.  Officers  shaU  make  an  incident  report  in  all  cases  of  a 
private  person's  arrest,  including  infractions. 

n.    PROCEDURES 

A.  CUSTODIAL  ARRESTS.  When  making  a  custodial  arrest,  ensiire  that  the 
arresting  person  signs  the  Private  Person  Arrest  Section  on  the  incident 
report  or,  if  appropriate,  complete  (SFPD  80). 

B.  CITATIONS  (also  see  DGO  5.06,  Qtation  Release).  When  issuing  a  citation, 
the  arresting  person  should  complete  and  sign  the  back  of  the  citation  form. 
Also  give  the  arresting  person  a  copy. 


^  0^ 

San  Frandsco  Police  Department  <j»\j^ 

GENERAL  ORDER  Rev.  02/12/97 


RESPONSE  AND  PURSUIT  DRIVING 

The  purpose  of  this  order  is  to  establish  policies  and  procedures  for  the  operation  of 
police  vehicles  in  both  response  <md  pursuit  driving  situations. 

I.  GENERAL  POUCY 

A.  Members  shall  at  all  times  drive  defensively,  maintain  control  of  their 
vehicle  and  consider  the  safety  of  all  persons  using  the  roadway. 

B.  It  is  the  policy  of  the  San  Francisco  Police  Department  that  officers  respond  to 
emergency  calls  expeditiously  and  make  reasor\able  efforts  to  apprehend 
fleeing  violators. 

C  It  is  also  the  policy  of  the  Department  that  if  an  emergency  response  or 
pursuit  would  pose  an  imreasonable  risk  to  persons  or  property,  the  pursuit 
or  emergency  response  shall  not  be  initiated.  Similarly,  when  it  becomes 
apparent  that  an  emergency  response  or  pursuit  is  posing  an  imreasoiiable 
risk  to  p>ersons  or  property,  the  emergency  response  or  pursuit  shall  be 
immediately  terminated. 

D.  All  emergency  responses  and  pursmts  shall  be  performed  in  accordance  with 
applicable  laws  and  with  regard  for  the  safety  of  persor^s  using  the  highway.i 
The  safety  of  persons  is  a  consideration  that  demands  responsible  and 
controlled  emergency  responses  and  pursuits. 

E  State  law  requires  supervisory  control  of  emergency  vehicle  operations,  and 
it  is  the  policy  of  the  Department  that  field  supervisors  (patrol  sergeants) 
continually  monitor,  evaluate  and  control  their  subordinates'  emergency 
responses  and  pursuits.   Supervisors  shall  continually  evaluate  the  risk  to 
persons  and  property.  When  the  risk  appears  to  be  unreasonable,  or  when 
specifically  prohibited  by  this  order,  the  supervisor  shall  immediately  order 
the  emergency  response  or  pursuit  terminated. 


See  Section  21056  California  Vehicle  Code 
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n.  RESPONSE  CODES 

A.  NON-EMERGENCY  RESPONSE.  Respond  directly  to  the  assignment  and 
observe  all  traffic  laws  and  regulations.  No  emergency  is  involved.  All  calls 
are  dispatched  as  non-emergency  unless  specified  otherwise. 

B.  EMERGENCY  (Code  3)  RESPONSE.  Respond  immediately  in  an  emergency 
status,  i.e.,  activate  the  vehicle's  emergency  red  light,  and  sound  the  siren  as 
may  be  reasonably  r\ecessary  [see  Califorrua  Vehicle  Code  Section  21055  (b)]. 

m.   EMERGENCY  (CODE  3)  RESPONSES 

A.  DEFINrnON.  An  emergency  (Code  3)  response  occurs  when  an  emergency 
vehicle  is  displaying  a  lighted  red  lamp  visible  from  the  front  and  sounding  a 
siren  as  niay  be  necessary  and  is  responding  to  an  emergency  call,  or  is 
engaged  in  a  rescue  operation2 

B.  RESPONSE  POLICY.  It  is  the  policy  of  the  Department  that  officers  respond 
Code  3  only  when  an  emergency  response  appears  reasonably  necessary  to 
prevent  serious  injury  to  persons,  whether  or  iu)t  a  criminal  offense  is 
involved. 

C  DETERMINING  THE  RESPONSE.  The  officer  responding  to  the  call  and/or 
the  officer's  field  supervisor  shall  determine  the  appropriate  response  code 
based  upon  information  in  their  possession.  A  non-emergency  call  may 
require  an  emergency  response. 

D.  NOTXFICATION.   An  officer  initiating  an  emergency  (Code  3)  response  shall 
be  resporisible  for  causing  Communications  to  be  immediately  iiotified  from 
where  he/she  is  responding.  In  the  event  that  either  member  is  a 
probationary  officer,  the  senior  officer  shall  ensure  that  this  notification  is 
made. 

E  MONITORING  FOR  SUPERVISORY  DIRECTEON.   Officers  shall  at  aU  times 
monitor  radio  tiraffic  for  supervisory  direction.  Officers  shall  not  respond 
Code  3  when  specifically  instructed  not  to  by  a  superior. 


Section  21055  (a)  of  the  California  Vdiicle  Code  defines  emergency  responses. 
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F    RED  UGHT  AND  SIREN  REQUIRED.  Neither  the  "European  hi-lo"  phase  of 
■  the  electronic  siren  system  nor  the  electronic  air  horn  is  recognized  under 
California  law  as  an  emergency  signaling  device  for  purposes  of  California 
Vehicle  Code  Section  21806.  Therefore,  officers  shaU  not  use  the  'hi-lo 
setting  nor  the  air  horn  in  lieu  of  the  siren 

G  NON-EMERGENCY  VEHICLE.  Vehicles  owned  or  operated  by  the 
'  Department  that  are  not  equipped  with  authorized  red  Ughts  and  surens  are 
prohibited  from  engaging  in  emergency  responses  or  pursuits. 

IV.     VEHICLE  PURSUITS 

A.  VEHICLE  PURSUIT  DEFINED.  A  vehicle  pursuit  is  an  attempt  by  an  officer, 
while  driving  an  emergency  vehicle,  to  stop  a  moving  motor  vehicle  when 
the  officer  has  reasonable  cause  to  stop  the  vehicle  and  the  driver  fails  to  do 
so  as  required  by  law  .3 

B.  PURSUIT  POLICY 

1.  "Hiere  are  few  situations  in  law  enforcement  that  require  a  higher  degree 
of  common  sense  and  soimd  judgment  than  sustained  vehicle  piursuits. 
Officers  must  effectively  perform  in  an  atmosphere  where  long-range 
consequences  may  hinge  upon  the  soundness  of  split-second  decisions. 

2.  Even  though  the  Department  expects  officers  to  make  reasonable  efforts  to 
apprehend  fleeing  violators,  a  pursuit  shall  never  be  carried  to  such  an 
extent  as  to  impose  an  unreasonable  risk  to  persons  or  property.  When  it 
becomes  apparent  that  the  benefits  of  immediate  apprehension  are  dearly 
outweighed  by  an  unreasonable  danger  to  the  officer  or  others,  the  pursuit 
shall  not  be  initiated  or,  if  already  in  progress,  shall  be  terminated. 


3   See  Section  21055(a)  of  the  California  Vehicle  Code 
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3    The  foUowing  factors  and  conditions  shaU  be  considered  by  every  member 
in  deciding,  under  the  totaUty  of  the  circumstances,  whether  to  mitiate, 
continue  or  terminate  a  pursuit.  These  factors  shaU  be  weighed 
continuously  by  the  pursuing  member(s)  and  the  Pursuit  Supervisor  and 
safety  shall  come  first: 

a.  Seriousness  of  the  originating  crime  and  its  relationship  to 
community  safety; 

b.  Safety  of  the  public  in  the  area  of  the  pursuit; 
c    Safety  of  the  pursuing  officers; 

d.  Speeds  involved  in  the  pursuit; 

e.  Volimie  of  pedestrian  traffic; 

f.  Volimie  of  vehicular  traffic; 

g.  Weather  conditions; 

h.  Proximity  of  the  fleeing  vehicle; 

i.    Familiarity  of  the  officer  and  supervisor  with  the  area  of  the  pursuit; 

j.    Quality  of  radio  communications  between  pursuing  unit(s),  dispatcher 
aiui  supervisor; 

k.  Time  of  day; 

1.    Road  conditions; 

m.  Capability  of  the  police  vehicles  involved. 

C  NOTIFICATION  TO  COMMUNICATIONS  (DISPATCH) 

1.  Commimications  from  the  pursuing  unit  to  Dispatch  is  essential.   It  is 
imperative  that  the  pursuing  unit(s)  provide  Dispatch  with  all 
ii\formation  necessary  for  initial  and  ongoing  supervisory  evaluation  of 
the  pursuit. 
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2  If  the  initial  broadcast  of  a  pursuit  does  ru)t  contain  the  below 

'   ii^ormation,  and  if  it  is  not  provided  by  the  pursuing  umt(s)  in  a 
reasonable  amount  of  time,  the  pursing  unit(s)  shaU  be  ordered  to 
terminate  the  pursuit  by  the  Pursuit  Supervisor. 

3  An  officer  initiating  ihe  pursuit  of  a  vehicle  that  has  failed  to  stop  for  the 
officer's  red  Ughts  and  siren  shall  immediately  contact  Communications, 
request  a  Code  33,  and  initiaUy  transmit  the  foUowing  information: 

a.  Unit  designation  and  description  of  ihe  pursuing  unit  if  it  is  not  a 
marked  police  sedan  with  a  light  bar. 

b.  Reason  for  pursuit. 

c    Location,  direction  of  tiravel,  and  speed  of  suspect  and  poUce  vehicle. 

4.  After  acknowledgment  of  the  pursuit  by  Dispatch  and  designation  of  a 
Pursuit  Supervisor,  the  pursuing  unit  shaU  provide  the  followmg 
additional  information: 

a.-  Traffic  conditions. 

b.   Color,  make  and  license  number  of  the  suspect  vehicle. 

c   Number,  description,  and  identity  of  occupants. 

d.  Information  concerning  weapons. 

D.  PURSUING  UNITS. 

1.  PRIMARY  PURSUIT  VEHICLE.  The  unit  initiating  the  pursuit  shall  be 
designated  the  Primary  Pursuit  Vehicle  unless  directed  by  a  superior,  or  as 
otherwise  provided  in  this  order. 

2.  SECONDARY  PURSUIT  VEHICLE.   No  more  than  two  units  are  to  be 
involved  in  a  vehicle  pursuit  unless  directed  by  a  supervisory  or 
command  officer. 
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3  RESPONDING  TO  ViaNITY  OF  PURSUIT.  Units  not  designated  as 

"   primary  or  secondary  pursuing  units  shaU  not  respond  in  a  Code  3  mode 
to  the  vicinity  of  a  pursuit  nor  paraUel  a  pursuit  in  a  Code  3  mode. 

4  PASSING    There  shall  be  no  attempt  by  officers  to  pass  other  field  units 
involved  in  the  pursuit  unless  the  passing  officer  receives  permission 
from  the  Primary  Pursuit  Unit. 

E  ASSUMPTION  OF  SUPERVISORY  CONTROL 

1.  A  field  supervisor  of  a  member  involved  in  a  pursuit  shall  immediately 
assume  control  of  the  pursuit  by  notifying  Communications  (e.g.,  3X100, 
I'm  monitoring  the  pursuit.")  That  supervisor  shall  then  be  designated 
the  Pursuit  Supervisor. 

2.  The  Pursuit  Supervisor  shall  continue  to  supervise  the  pursuit  imtil  the 
abandonment  or  termination  of  the  pursuit,  even  if  the  pursuit  leaves  the 
district   In  the  event  that  a  field  supervisor  is  unavailable,  the  officer's 
platoon  commander  shall  assume  supervisory  control. 

3.  Should  an  officer  from  another  unit  (e.g.,  TAC,  Traffic,  Vice,  Narcotics) 
become  involved  in  a  pursuit  and  the  officer's  supervisor  does  not 
acknowledge  control,  a  supervisor  in  the  district  in  which  the  pursuit 
initiated  shall  assume  control.  Officers  shall  comply  with  the  directions  of 
the  designated  Pursuit  Supervisor. 

F.  COMMAND  TERMTNATION  OF  PURSUITS.   Command  level  officers  may, 
at  any  time,  direct  the  termination  of  a  pursuit  for  any  reason. 

G.  ADDITIONAL  PURSUIT  UNITS.   Any  additional  vehicle  intending  to  join  a 
vehicle  pursuit  shall  request  supervisory  approval. 
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H.  SUPERVISOR  CONTROL  OF  PURSUITS  -  PURSUIT  SUPERVISOR 

1    NUMBER  OF  VEHICLES.  Supervisors  shaU  actively  control  pursuits  and 
■   determine  the  appropriate  number  of  units  to  be  involved.   No  more 
than  two  units  should  actively  pursue. 

a    However,  other  factors  may  be  considered  when  determining  the 
appropriate  number  of  pursuit  vehicles.  For  example,  if  the  pnmary 
and  secondary  units  are  one-officer  units,  an  additional  pursuit  unit 
may  be  authorized.  Other  factors  to  consider  are  the  nature  of  the 
crime,  the  number  of  suspects,  weapons,  and  other  facts  that  would 
warrant  the  need  for  additional  officers. 

2.    UNMARKED  VEHICLES /MOTORCYCLES /PATROL  WAGONS 

a.  If  an  unmarked  unit,  a  marked  unit  with  no  Ught  bar,  or  a  motorcycle 
is  being  used  as  a  pursuit  vehicle,  a  marked  foiir-wheel  light  bar 
equipped  vehicle  shall  be  dispatched  as  soon  as  possible.  When  the 
marked  four-wheel  vmit  with  light  bar  enters  the  pursuit,  the 
immarked  uiut,  marked  unit  with  no  Hght  bar,  or  motorcycle  shall 

-  cease  its  pursuit  If  the  unit  withdrawing  from  the  pursmt  was  the 
initiator,  the  unit  shall  respond  to  the  termination  point  of  the  pursuit 
in  a  non-emergency  mode. 

b.  Should  a  patrol  wagon  initiate  a  pursuit,  it  shall  be  immediately 
relieved  by  a  marked  four  wheeled,  light  bar  equipped  police  vehicle. 
A  patrol  wagon  shall  then  leave  the  pursuit.  Patrol  wagons  shall  not 
initiate  or  become  involved  in  a  pursuit  while  transporting  prisoners. 

c  Vehicles  ov^med,  leased  or  operated  by  the  Department  that  are  not 
eqiaipped  v^dth  authorized  red  lights  and  sireias  are  prohibited  from 
engaging  in  pursuits  in  any  role. 

d.  Any  Department  vehicle  containing  a  ride  along,  victim,  or  witness 
shall  not  initiate  or  become  involved  in  a  pursuit. 

L    COLLISIONS/DUTIES  OF  SECONDARY  UNIT.  If  an  innocent  party  is  struck 
by  a  pursuing  unit  or  by  the  suspect  vehicle,  the  secondary  imit  shall 
immediately  cease  pursuit  and  assist  at  the  collision  scene. 
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J.    PURSUITS  BY  OTHER  LAW  ENFORCEMENT  AGENCIES 

1.  If  a  single  police  vehicle  from  another  law  enforcement  agency  pursues 
within  the  City,  a  field  supervisor  may  authorize  one  marked  SFPD  imit 
to  join  in  the  pursuit. 

2.  If  requested,  the  SFPD  imit  may  take  over  as  the  primary  pursuit  vehicle. 
Should  the  pursuit  leave  San  Francisco,  the  SFPD  unit  shall  revert  to  the 
secondary  unit. 

K.  PURSUITS  OUTSIDE  OF  SAN  FRANCISCO/OTHER  JURISDICTION. 
Should  a  pursuit  continue  outside  of  San  Francisco  or  extend  into  another 
agency  jurisdiction  (e.g.,  freeways,  federal  property,  etc.)  Communications 
shall  notify  the  appropriate  agency  and  request  that  they  assume  the  primary 
role  in  the  pursuit. 

1.  PURSUITS  ONTO  STATE  HIGHWAYS/FREEWAYS  (CHP  JURISDICTION) 

a.  CHP  NOTmCATION.  In  the  event  that  a  pursuit  enters  a  state 
highway /freeway,  Communicatioiis  shall  immediately  request  the 

-   assistance  of  the  California  FDghway  Patrol  (CHP). 

b.  PRIMARY  PURSUIT  VEHICLE.  If  a  marked  CHP  unit  joins  in  the  pursuit, 
the  role  of  the  primary  uiut  shall  be  turned  over  to  the  CHP  and  the 
SFPD  imit  shall  assume  the  secondary  pursuit  positiorv  If  a  second 
CHP  imit  joins  the  pursuit,  the  SFPD  unit  shall  discontinue  its  pursuit. 

2.  RADIO  CONTACT.  An  SFPD  unit  that  has  lost  radio  contact  with 
Communications  shall  terminate  its  pursvdt  imless  the  violator  was 
involved  in  a  violent  felony. 

L  FIREARMS.  Firearms  shall  not  be  discharged  at  or  from  a  moving  vehicle 
unless  the  circumstances  fall  within  the  provisions  set  forth  in  Department 
General  Order  5.02,  Use  of  Firearms. 
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M.  OFFENSIVE  TACTICS  (Legal  Intervention) 
1 


RAMMING.  Officers  shaU  not  attempt  to  stop  a  vehicle  by  ramming  it  or 
forcing  the  vehicle  off  the  road.  Pursuits  shaU  be  primarily  foUowmg 
actions.  Listed  below  are  tactics  that  are  not  to  be  used: 

a.  Boxing  in 

b.  Heading  off 

c    Driving  alongside 
d.  Channeling 

2.  ROADBLOCKS.   Police  personnel  shall  avoid  using  their  vehicles  as 
roadblocks  unless  the  officer  has  reasonable  cause  to  beUeve  that  the 
suspect  has  committed  or  attempted  to  commit  a  felony  involving  the  use 
or  threatened  use  of  deadly  force;  and  the  officer  has  reasonable  cause  to 
believe  that  a  substantial  risk  exists  that  the  person  to  be  arrested  will 
cause  death  or  serious  bodily  injury  if  his/her  apprehension  is  delayed; 
and  after  all  other  reasonable  means  of  appreherision  and  control  have 
been  exhausted. 

a.  If  employed,  supervisory  approval  and  coordination  is  required. 

3.  CfTHER  MEANS  OF  DISABLING  PURSUED  VEHICLES.  Other  means  of  disabling 
and  stopping  pursued  vehicles,  including  "road  spikes,"  shall  be 
employed  only  xmder  the  direction  of  a  supervisor  trained  in  their  use 
and  shall  be  deployed  only  by  personnel  certified  by  the  Department  in 
their  use. 

N.  DECISION  TO  DISCONTINUE  THE  PURSUIT.  Officers  must  continually 
question  whether  the  seriousness  of  the  crime  justffies  continuing  the 
pursuit  A  pursuit  shall  not  be  initiated  or,  if  already  in  progress,  the  pursuit 
shall  be  discontinued  when; 

1.   UNREASONABLE  RISK.  There  is  an  unreasonable  risk  to  p)ersons,  including 
the  officers.  The  following  are  a  few  examples  of  factors  that  may  make 
the  risk  of  a  pursuit  vmreasonable: 
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a.  BENEFIT  OF  IMMEDIATE  APPREHENSION.  It  becomes  apparent  that  the 
benefits  of  immediate  apprehension  are  dearly  outweighed  by  an 
tinreasonable  danger  to  the  officer  or  others  (see  Section  V.,  B.)- 

b.  SPEED.  Speeds  dangerously  exceed  the  normal  flow  of  traffic  or  when 
vehicle  or  pedestrian  traffic  requires  dangerous  maneuvering  that 
exceeds  the  performance  capabilities  of  the  vehicle  or  the  driver. 

c   MINOR  VIOLATION.  An  imreasonable  risk  exists  when  the  reason  for 
apprehending  the  suspect  is  clearly  outweighed  by  the  danger  to 
persons  or  property,  e.g.,  when  the  only  reason  for  the  pursuit  is  traffic 
violations  or  a  misdemeanor,  or  a  non-violent  felony. 

2.  SUSPECT  KNOWN.  The  violator  can  be  identified  and  safely  apprehended  at 
a  later  time. 

3.  LOSING  THE  SUSPECT.  Officers  lose  visual  contact  with  the  suspect  vehicle. 

4.  ORDERED  BY  A  SUPERIOR.  A  command  officer  or  field  supervisor  orders  the 
pursuit  terminated. 

5.  WRONG  WAY  PURSUITS.  Officers  shall  not  chase  a  vehicle  the  wrong  way 
on  a  freeway. 

O.  USE  OF  AIR  SUPPORT  UNTT.  The  role  of  the  Air  Support  Unit  during 
vehicle  pursuits  is  to  assist  and  coordiiwte  field  activities.  When  available, 
the  Air  Support  Unit  shall  respond  to  a  vehicle  pursuit  The  Air  Support 
Unit  shall  be  responsible  for  monitoring  and  broadcasting  pursuit 
information.   The  Air  Support  Unit  shaJl  advise  the  concerned  groimd  units 
of  road  hazards  or  any  unsafe  conditions.  Overall  control  of  the  pursuit  shall 
remain  with  the  primary  ground  unit  and  the  identified  supervisor. 

P.  RESPONSIBILTTIES  AT  TERMINATION  POINT  OF  PURSUIT 

1.   OFHCER'S  RESPONSIBILITY 

a.   CONTROL  AlsTD  DIRECTION.  Safety  is  critical  at  the  termination  of  a 
pursuit.  At  no  time  will  the  need  for  decisive  action,  self  control,  and 
strict  personal  discipline  be  more  essential.  In  the  absence  of  a 
supervisor,  the  primary  pursxiit  unit  has  the  responsibility  for 
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directing  activities  at  the  termination  point  of  a  piirsxiit. 

b.   ADDITIONAL  ASSISTANCE.  Once  a  pursuit  has  ended,  the  primary 
imit  is  responsible  for  advising  dispatch  of  the  location  and  situation. 
The  officer  shall  also  indicate  whether  additional  units  are  needed  to 
assist  at  the  scene.  Once  a  Code  4  has  been  broadcast,  officers  shall  not 
respond  to  the  termination  point  unless  specifically  requested. 

2.   SUPERVISORY  RESPONSIBILITY.  Upon  termination  of  a  pursuit  by 
apprehension  of  the  fleeing  opjerator  or  any  occupant  of  the  pursued 
vehicle,  the  Pursuit  Supervisor  shall  respond  to  the  location  of  the 
tenniiiation  of  the  pvirsuit  and  shall  take  charge  of  the  scene  and  be 
responsible  for  the  strict  compliance  with  Department  policy  by  aU 
members  present. 

Q.  VEHICLE  PURSUIT  SUMMARY.  State  law  requires  that  a  Vehicle  Pursuit 
Summary  be  completed  for  every  pursuit,  regardless  of  duration  and 
outcome  and  be  reported  to  the  California  Highway  Patrol.  The  Pursuit 
Supervisor  of  the  pursuit  shall  complete  a  Vehicle  Pursuit  Summary  (SFPD 
436)  prior  to  reporting  off  duty.  Copies  of  the  SFPD  436  shall  be  sent  to  the 
Depxky  Chief  of  the  Field  Operations  Bureau. 

V.  COMMUNICATIONS  piSPATCH)  DUTIES 

A.  CALL  INFORMATION.  When  dispatching  a  call,  dispatchers  shall  provide 
responding  and/or  dispatched  officers  with  all  background  information  that 
coiild  indicate  an  emergency. 

B.  IDENTinCATION  OF  PURSUIT  SUPERVISOR.   When  an  officer 
communicates  that  he/she  is  in  pursuit,  and  the  supervisor  acknowledges 
control,  the  dispatcher  shall  record  in  CAD  the  imit  identifier  of  the  Pursuit 
Supervisor. 

C  DISPATCH  PURSUIT  SUPPORT.  The  flow  of  information  is  critical  during  a 
pursuit.  The  role  of  Dispatch  is  to  obtain  and  broadcast  essential  information 
to  ensure  safety  and  effective  supervisory  control.  To  ensure  that  this  vital 
information  is  relayed.  Dispatch  shall  at  a  minimum: 

1.  Re-broadcast  the  commands  of  the  Pursuit  Supervisor  directly  to  pursuing 
units  and; 
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2.   Assist  the  Pxirsmt  Snsperviscf  in  dbtaazuD^  information  needed  to 
and  supervise  the  pursuit 

D.  OirtSJDE  JUKSSDKTTKJN  NOnFUZATlOS  ASD  O0(^^  SbotM 

a  pigguit  progress  \cmdsid  or  enter  another  jaritidxtioa.  Dtsp^tA  sfaafl 

immediately  contact  the  ^ixrisdictioc's  law  enforcement  a^exicy,  infoon  them 
of  the  pursuit,  axvd  all  relevant  facts  available,  and  maintain  contact  and 
wordirvt^^  with  that  outside  ^ency  until  the  pursuit  leaves  diesr 

jurisdiction,  is  terminated  or  canreted.   Dispatcl-  sr^  L-ivrrr  ^he  Pursuit 
SapernsoT  when  contact  with  the  outsde  2  2er  ~  ls  ~.i  i^  >r  '  irsep  the 
Pmsuit  Supervisor  wianned  of  r^  sg-"   -  -  ' -'  -  "^^  '"^  -   '  -    '  '^  poanit 
and  relay  arty  instructions  or  infonr^r^r.  p:i  -:lcC  s_   v^  '-t--: 

E  EMERGE? :T-''  ?ZS?C'?3^  S'-'FET-'^C?  ^TCTIPTCaTT':;':    Z-~'c--:r  ir.^1 


VL     COMMANT)  LE\TL  NOnnC-i.nOX  .-^JsT)  RE5POXSE 

A.  Should  any  person,  including  the  occupants  or  a  pursued  vehicle  or  aay 
member  involved  in  a  pursuit  be  iafOBed  in  ibe  oonrse  of  the  pursuit,  die 


:-:r  shall,  uf-i: 
:-'  :  :  -^  cause 
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San  Francisco  Police  Department 

GENERAL   ORDER  o^^^Q^^^ 

CITATION  RELEASE 

This  order  mandates  the  poHcies  for  issuing  citations  to  persons  arrested  for 
misdemeanor  and  infraction  violations,  estabUshes  procedures  for  citing  at  the 
scene,  and  specifies  when  an  incident  report  is  required. 

I.  POUCY 

A.  GENERAL.  It  is  the  policy  of  the  San  Francisco  Police  Department,  in 
accordance  with  state  law,  that  officers  dte  and  release  all  persons  arrested  for 
misdemeanor  and  infraction  offenses. 

B.  MISDEMEANOR  EXCEPTIONS.  If  a  person  is  arrested  for  a  misdemeanor 
offense(s),  he/she  shall  be  subject  to  custodial  arrest  rather  than  citation 
release  when  any  of  the  following  conditions  exists: 

L   The  person  is  so  intoxicated  that  he/she  could  be  a  danger  to  self  or  to 
others. 

2.  .The  person  is  unable  to  care  for  his/her  safety. 

3.  The  person  is  arrested  for  one  or  more  of  the  offenses  listed  in  Section 
40302  of  the  Califorrua  Vehicle  Code: 

a.    Failure  to  present  a  driver's  license  or  other  satisfactory  evidence  of 
identity. 

h.    Demands  an  immediate  appearance  before  a  magistrate. 

c    Refuses  to  give  written  promise  to  appear. 

d.  The  person  is  arrested  for  23152(a)  CV.C,  driving  under  the  influence 
of  alcoholic  beverage  or  drugs,  except 

(i)  When  a  non-warrant  23152  (a)  CVC  prisoner  is  brought  to  Mission 
Emergency  Hospital  and  the  Triage  Supervisor  indicates  that  the 
completion  of  the  prisoner's  treatment  will  exceed  one  hour,  the 
arresting  officer  may  cite  and  release  the  prisoner  with  the  approval 
of  his/her  lieutenant. 
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(ii)  Lieutenants  shall  not  authorize  a  citation  and  release  while  the 
prisoner  is  unable  to  exercise  care  for  his/her  safety  by  reason  of 
being  under  the  influence  of  an  intoxicant 

(iii)  Officers  shall  indicate  the  name  of  the  Triage  Supervisor,  the  time 
estimated  for  treatment,  and  the  name  of  the  lieutenant  giving 
approval  at  the  conclusion  of  their  incident  report  narrative. 

4.  The  person  is  being  booked  for  an  arrest  warrant  in  addition  to  the 
misdemeanor  (see  DGO  6.18,  Warrant  Arrests). 

5.  The  person  does  not  provide  satisfactory  evidence  of  his/her  identity. 

6.  Prosecution  of  the  offense  would  be  jeopardized  by  the  immediate  release 
of  the  person. 

7.  There  is  a  reasonable  likelihood  that  the  offense  would  continue  or  the 
safety  of  persons  or  property  would  be  imminently  endangered  by  the 
release  of  the  person  (see  40303  CV.C). 

8.  The  person  refuses  to  sign  the  citation  or  demands  to  be  taken  before  a 
magistrate  (see  below). 

9.  The  person  is  charged  with  a  felony  or  an  offense  punishable  as  either  a 
felony  or  a  misdemeanor  ("wobbler"). 

a.   When  there  are  additional  misdemeanor  or  infraction  charges, 

combine  them  with  the  felony  charge(s)  on  the  booking  form  (see  DGO 
4.01,  Booking  of  Prisoners). 

h  Juverules,  however,  may  be  cited  and  released  for  felonies  per  Section 
602,  Welfare  and  Instihxtion  Code  (see  DGO  7.01,  Juvenfle  Policies  and 
Procedures). 

10.  The  person  has  violated  a  protective  court  order  involving  domestic 
violence  [see  Penal  Code  Section  853.6  (a)  and  DGO  6.09,  Domestic 
Violence]. 
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C  INFRACTION  EXCEPTIONS.  If  a  person  is  airested  solely  for  an  infraction 
offense(s),  he/she  shall  be  cited,  except  when  any  of  the  following  conditions 
exist 

1.  The  person  refuses  to  present  satisfactory  evidence  of  his/her  identity. 

2.  The  person  refuses  to  give  a  written  promise  to  appear. 

3.  The  person  demands  an  immediate  appearance  before  a  magistrate. 

D.  DECISION  TO  CITE  When  receiving  an  arrest  from  a  private  person,  the 
decision  to  cite  or  book  the  suspect  shall  be  made  on  the  basis  of  eligibility, 
not  the  arresting  person's  preference  (also  see  DGO  5.04,  Arrests  by  Private 
Persons).  When  a  person  is  arrested  for  a  misdemeanor  or  an  infraction  and 
it  is  later  determined  that  he/she  is  eligible  for  a  citation  release,  an  officer 
shall  promptly  cite  and  release  the  person  at  any  time  prior  to  the  Sheriff 
Department  assuming  custody. 

II.  PROCEDURES 

A.  CITING  AT  THE  SCENE.  If  a  person  is  eligible  for  citation  release,  dte  and 
release  him/her  at  the  location  of  arrest. 

B.  CrriNG  JUVENILES.  A  criminal  citation  must  be  issued  for  the  following 
days  and  times: 

•  Monday  through  Friday; 

•  1330  hours  through  1630  hours. 

Allow  7  to  14  calendar  days  between  the  date  dted  and  the  date  of 
appearance.  If  two  or  more  juveniles  are  being  dted  for  the  same  offense, 
assign  them  the  same  court  date  but  allow  30  minutes  between  individual 
appearances.  You  may  require  the  juvenile  and  the  parent,  guardian  or 
responsible  relative  to  sign  the  dtation. 

C  CUING  FOR  TRAFHC  OFFENSES.  See  DGO  9.01,  Traffic  Enforcement. 
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D.  REFUSING  TO  SIGN  THE  CITATION.  When  taking  a  person  to  a  police 
facility  after  he/she  refuses  to  sign  a  citation^  follow  these  procedures: 

1.  Remind  the  person  that  signing  the  citation  (promise  to  appear)  does  not 
constitute  an  admission  of  guilt 

2.  Give  the  person  one  more  chance  to  sign  the  citation  before  booking 
him/her. 

3.  Notify  the  lieutenant  if  the  person  still  refuses  to  sign  the  citation.   The 
lieutenant  must  personally  approve  the  booking. 

4.  After  booking  the  person,  write  an  incident  report  and  include  in  the 
report  that  the  reminder  and  the  second  chance  were  given  to  the  person 
prior  to  booking. 

E   REASON  NOT  CITED.  When  a  person  is  booked  under  any  of  the  exceptions 
to  the  citation  release  policy,  the  "Reason  Not  Cited"  box  on  the  arrest  form 
must  be  completed  by  the  booking  officer.  The  arresting  officer  must  also 
explain  in  the  incident  report  why  the  person  was  arrested  as  opposed  to 
bdng-dted. 

F.   INCIDENT  REPORTS 

1.  MISDEMEANORS.  An  inddent  report  must  be  completed  whenever  you 
issue  a  citation  for  a  misdemeanor  offense.   Include  the  citation  number 
for  each  person  cited  along  with  the  date  and  time  of  the  assigned  court 
appearance. 

2.  INFRACTIONS/ ADULTS.  When  dting  an  adult  for  an  infraction,  an  inddent 
report  is  not  required  unless  you  wish  to  apprise  the  court  of  specific  facts 
or  circumstances. 

3.  INFRACTIONS/JUVENILES.   When  dting  a  juvenile  for  an  infraction,  an 
inddent  report  is  not  required  except  for  violations  of  Sections  640(a) 
through  (f)  of  the  Penal  Code. 

4.  PRIVATE  PERSON  ARRESTS.  See  DGO  5.04,  Arrests  By  Private  Persons. 
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San  Francisco  Police  Department 

GENERAL    ORDER Rev.  02/22/95 

RIGHTS  OF  ONLOOKERS 

This  order  establishes  poUdes  regarding  when  persons  are  permitted  to  remain  as 
onlookers,  their  right  to  overhear  conversations  between  the  officer  and  suspect, 
and  their  right  to  act  as  a  witness. 

I.   POLICY 

A.  WITNESSING  STOPS,  DETENTIONS,  ARRESTS.  It  is  the  policy  of  this 
Department  that  persons  not  involved  in  an  incident  be  allowed  to  remain  in 
the  immediate  vicinity  to  witness  stops,  detentions  and  arrests  of  suspects 
occurring  in  public  areas,  except  under  the  following  circumstances: 

1.  When  the  safety  of  the  officer  or  the  suspect  is  jeopardized. 

2.  When  persons  interfere  or  violate  law. 

3.  When  persons  threaten  by  words  or  action,  or  attempt  to  incite  others  to 
violate  the  law. 

B.  OVERHEARING  CONVERSATION.  If  the  conditioi«  at  the  scene  are 
peaceful  and  sufficiently  quiet,  and  the  officer  has  stabilized  the  situation, 
persons  shall  be  allowed  to  approach  close  enough  to  overhear  the 
conversation  between  the  suspect  and  the  officer,  except  wheiu 

1.  The  suspect  objects  to  persons  overhearing  the  conversation. 

2.  There  is  a  specific  and  articulable  need  for  confidential  conversation  for 
the  purpose  of  police  interrogation. 

C  INQUIRIES 

L  Persons  shall  be  permitted  to  make  a  short,  direct  inquiry  as  to  the 
suspect's  name  and  whether  the  officer  or  the  suspect  wishes  a  witness. 
The  suspect  shall  be  allowed  to  respond  to  the  inquiry. 

2.  If  a  citizen  is  a  witness  to  the  activity  for  which  the  suspect  was  detained  or 
arrested,  the  officer  may  request  his/her  name;  however,  the  citizen  is  not 
compelled  to  disclose  such  infonnatioiu 
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BYSTANDER  HLMING  OF  OFHCER-SUSPECT  CONTACTS.  It  is 
increasingly  common  for  bystanders,  who  are  not  involved  in  any  criminal 
activity,  to  record  contacts  between  officers  and  citizens,  during  which  officers 
are  detaining,  citing  or  arresting  a  suspect  or  engaging  in  crowd  control  at  a 
demonstration.  Bystanders  have  the  right  to  record  police  officer 
enforcement  activities  by  camera,  video  recorder,  or  other  means  (except 
under  certain  narrow  circumstances  as  set  forth  in  Sections  A  and  B  above). 

1.  An  officer  shall  not  seize,  compel  or  otherwise  coerce  production  of  these 
bystander  recordings  by  any  meaiw  without  first  obtaining  a  warrant 
Without  a  warrant,  an  officer  may  only  request,  in  a  non-coercive 
manner,  that  a  bystander  voluntarily  provide  the  film  or  other  recording. 
These  requests  should  be  made  only  if  the  officer  has  probable  cause  to 
believe  that  a  recording  has  captured  evidence  of  a  crime  and  that  the 
evidence  will  be  important  to  prosecution  of  that  crime.  If  a  bystander 
refuses  to  voluntarily  provide  the  recording,  an  officer  may  request  the 
person's  identity  as  provided  in  Section  C,,  2.,  above. 

2.  If  a  bystander  voluntarily  provides  his  or  her  recording  and/or  equipment, 
the  officer  shall  provide  the  bystander  with  a  receipt  (SFPD  315).  The 
receipt  shall  contain  a  written  statement  verifying  that  the  recording 
and/or  equipment  has  been  voluntarily  provided  to  the  Department  and 
shall  be  signed  by  the  bystander. 

VIOLATIONS/COMPLIANCE.  As  an  alternative  to  arresting  an  onlooker 
who  is  in  violation  of  Penal  Code  Section  148  or  other  related  offenses  (e.g., 
647  c  P.C,  22  Municipal  Police  Code)  officers  may  order  onlookers  to  "move 
on";  however,  the  person  shall  not  be  ordered  to  move  any  farther  distance 
than  is  necessary  to  end  a  violation  (see  DGO  5.03,  Investigative  Detentions 
and  DGO  6.11,  Obstruction  of  Streets  and  Sidewalks).  Persons  who  believe 
that  an  officer  did  not  comply  with  the  provisions  of  this  order  shall  be 
referred  to  an  appropriate  supervisor  or  to  the  Office  of  Qtizen  Complaints. 


References 

DGO  5.03,  Investigative  Detentions 

DGO  6.02,  Physical  Evidence 

DGO  6.11,  Obstruction  of  Streets  and  Sidewalks 

DGO  6.15,  Property  Processing 


5.08 

Sa„F«ncUcoFoUc.D.p^ent  Rev.   05/15/96 

GENERAL  ORDER 

NON-UNIFORMED  OFnCERS 

-ms  order  establishes  poUdes  regarding  the  use  of  ^--f  ^Itiof ''''  ""  ''''^' 
and  crowd  control  situations,  and  the  requirements  for  identification. 

I.   POUCY 

A.  DEFINITION.  A  non-uniformed  officer  is  any  officer  who  is  not  wearing  the 

prescribed  S.F J.D.  uniform. 
B   ARRESTS/IDENTinCATION.  Before  making  an  arrest,  detaining  a  suspect, 
■  conducting  a  search,  serving  or  executing  a  warraiit,  or  ^^^^^^^^^''' 
non-unifonned  officers  shall  display  their  pohce  star  or  ottxer  offiaal 
Identification.   When  requested,  non-uniformed  officers  shaU  promptly  and 
poUtely  provide  their  name,  star  number  and  assignment. 

C  TRAFHC  ENFORCEMENT  (also  see  DGO  9.01,  Traffic  Enforcement). 

1    TRAFFIC  STOPS/CITATIONS.  Non-uniformed  officers  shall  not  initiate  traffic 
stops,  issue  traffic  citations  or  make  minor  traffic  arrests  except: 

a    When  the  activity  is  related  to  an  ongoing  criminal  investigation  or 
regulated  vehicle  enforcement,  e.g.,  taxi  cabs,  shuttle  buses,  limousines. 

b.  When  witnessing  an  aggravated  sitiiation  requiring  immediate  action 
to  protect  life  or  property,  e.g.,  drunk  driving. 

2.   BACKUP  UNIT.  When  making  a  traffic  stop  imder  the  drcumstaiKes 
described  above  (except  for  regulated  vehicle  enforcement)  non- 
uniformed  officers  shall  immediately  request  a  marked  backup  unit. 

D  CROWD  CONTROL.  Non-uniformed  officers  shall  not  be  used  to  make 
'  arrests  in  crowd  control  sihiations  unless  there  is  reasonable  cause  to  beUeve 
there  is  a  danger  to  life  or  the  possibility  of  great  bodily  injury  (see  DGO  8.10, 
Guidelines  for  First  Amendment  Activities  and  SFPD  Crowd  Contirol 
Manual). 
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San  Frandsco  Police  Departmenl 

GENERAL   ORDER S£2^ 

ABSENTIA  BOOKINGS  AND  PRISONER  SECURITY 

This  order  details  an  officer's  duties  and  responsibilities  when  accompanying  and 
admitting  an  arrestee  into  San  Francisco  General  Hospital. 

I.  POUCY 

A  RESPONSIBILITIES.  An  officer  transporting  or  accompanying  an  arrestee  to 
'  San  Francisco  General  Hospital  (SFGH)  is  responsible  for  the  arrestee's 
custody  until  the  arrestee  is  booked  into  a  district  station  or  the  County  JaiL 
The  officer  is  also  responsible  for  the  custody  of  an  arrestee  being  admitted 
into  SFGH  until  all  of  the  following  have  taken  place: 

L   The  arrestee  is  admitted  by  the  physidan-in-charge. 

2.  A  completed  Field  Arrest  Card  (prisoner  housing  card)  and  any  prisoner 
property,  including  clothing  and  money,  is  delivered  to  Coimty  Jail  #1. 

3.  The  arrestee  is  booked  at  the  SFGH  Jail  Ward  and  the  officer  is  formally 
relieved  by  a  sheriffs  deputy. 

B.  CUSTODY 

1.  OFHCER  RESPONSIBILITY.  An  arrestee  held  at  SFGH  for  treatment  is  not 
considered  admitted.  Until  he/she  is  admitted  by  the  physician-in-charge 
and  the  necessary  procedures  are  completed,  the  officer  remains 
responsible  for  prisoner  security. 

2.  CUSTODY.  The  Sheriffs  Department  does  not  take  custody  of  any  prisoner 
imtil  an  absentia  booking  has  been  completed  and  the  prisoner  has  been 
admitted  and  delivered  to  the  assigned  hospital  ward.  The  Sheriffs 
Department  does  not  accept  custody  of  prisoners  who  are  in  the 
Emergency  Room,  or  the  Surgery  or  Recovery  Wards  of  SFGH. 

C  MISDEMEANOR  PRISONERS.  Of ficers  shall  make  every  effort  to  cite 
misdemeanor  prisoners  needing  medical  treatment  (see  DGO  5.06,  Qtation 
Release).  If  a  prisoner  cannot  be  cited  in  accordance  with  Department  policy, 
the  provisions  of  this  order  shall  be  followed. 
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D.  PRISONER  CONTROL  AND  RESTRAINTS.  Of ficers  shall  insure  that 
prisoners  are  under  control  and  that  the  attending  staff  is  protected  from 
prisoner  violence.  Handcuffs  or  other  restraints  may  be  used  when  a  prisoner 
exhibits  a  propensity  for  violence  or  escape.  The  use  of  restraints  shall  be 
determined  by  the  actions  of  the  prisoner,  the  staffs  ability  to  control  the 
prisoner,  and  the  officer's  opinion  of  the  prisoner's  demeanor. 

E   SECURITY  POUCY 

1.  TREATMENT  ROOMS,  Officers  shall  station  themselves  outside  the 
treatment  room  unless  requested  to  remain  with  the  prisoner  by  the 
attending  medical  staff.  For  less  extensive  treatment,  officers  shall  decide 
after  consxxltation  with  the  attending  medical  staff,  whether  to  accompany 
prisoners  into  the  treatment  rooms  or  station  themselves  outside.  Officers 
shall  maintain  visual  contact  with  prisoners  at  all  times.  If  the  treatment 
room  has  more  than  one  exit,  an  officer  shall  be  positioned  at  each  exit  to 
prevent  escape. 

2.  X-RAY  ROOMS.  Officers  shall  accompany  prisoners  to  and  from  the  X-ray 
room  and  station  themselves  in  such  a  manner  so  as  to  maintain  visual 
contact  at  all  times.  It  the  x-ray  room  has  more  than  one  exit,  an  officer 
shall  be  positioned  at  each  exit  to  prevent  escape. 

3.  OPERATING  ROOMS.  If  the  prisoner  has  not  been  admitted  to  the  hospital 
prior  to  surgery,  officers  shall  attempt  to  have  the  prisoner  admitted  and 
secure  the  Sheriffs  assistance.  In  the  case  of  emergency  surgery  before 
admission  to  the  hospital,  officers  shall  position  themselves  outside  the 
operating  room,  making  sure  that  each  exit  is  guarded. 

4.  VISITORS.  Visitors  shall  not  be  allowed  in  any  treatment  area  or  allowed  to 
converse  with  prisoners. 

F.  PSYCHIATRIC  DETENTIONS.  See  DGO  6.14,  Psychological  Evaluation  of 
Adults  and  DGO  7.02,  Psychological  Evaluation  of  Juveniles. 
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II.  PROCEDURES 

A.  ABSENTIA  BOOKING /DUTIES  OF  OFHCERS 

1.  ADULTS.  If  the  physidan-in-charge  decides  to  admit  your  arrestee,  follow 
these  procedures: 

a    Ensure  that  a  Field  Arrest  Card  (prisoner  housing  card)  is  completed 
and  delivered  to  County  Jail  #1  (CJ#1).  If  the  prisoner  has  personal 
property,  have  the  property  delivered  to  CJ  #1  along  with  the  Field 
Arrest  Card. 

b.  After  the  Field  Arrest  Card  and  any  prisoner  property  is  delivered  to  CJ 
#1,  call  Ward  7D  (medical)  or  Ward  7L  (psychiatric)  to  confirm  that  the 
"absentia  booking"  has  been  completed.  If  so,  take  your  prisoner  to  the 
ward  and  you  will  be  formally  relieved. 

c    If  your  prisoner  is  admitted  to  a  ward  other  than  Ward  7D  or  7L,  notify 
the  Watch  Commander  at  CJ  #1  so  that  a  deputy  sheriff  can  be  sent  to 
relieve  you. 

2.  JUVENILES.   If  your  prisoner  is  a  juveixile  being  admitted  to  the  hospital, 
follow  these  procedures: 

a.  Contact  the  person  in  charge  at  the  Youth  Guidance  Center  to 
determine  whether  the  juvenile  should  be  booked.   If  cause  for 
booking  exists,  YGC  will  immediately  send  a  counselor  to  the  hospital 

to  relieve  you. 

b.  Complete  an  Admission  Form.  After  being  relieved  by  the  coxmselor, 
take  the  completed  form  to  YGC  and  leave  it  with  the  person  in  charge. 

3.  ADMISSIONS  OUTSIDE  OF  SFGH.  If  your  prisoner  is  admitted  into  a  medical 
facility  other  than  SFGH,  notify  the  Sheriffs  Department  and  follow  the 
procedures  for  absentia  bookings  outlined  in  this  order. 


References 

DGO  4.01,  Booking  of  Prisoners 

DGO  7.01,  Juvenile  Policy  and  Procediires 
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FALSE  ALARMS 

This  order  describes  the  procedures  for  responding  to  commercial,  residential  and  vehicle 
alarms.  ' 

I.  PROCEDURES 

A.  After  arriving  at  the  scene  and  determining  that  the  alarm  is  false,  try  to  identify  the  cause 
of  activation,  e.g.,  power  failure,  vibrations,  employees  on  the  premises,  mechanical  or 
system  malfunction.  If  the  alarm  is  false,  follow  these  procedures: 

1 .  Advise  Communication  Division  of  the  disposition. 

2.  Complete  an  Alarm  Response  Card. 

3.  Give  a  copy  of  the  Alann  Response  Card  to  the  user  or  post  it  in  plain  view  on  the 
premises. 

4.  Submit  the  Alaim  Response  Card  to  your  lieutenant  by  the  end  of  your  watch. 

^'  t'^s^'^°''^^  ^^'-  °°  ""'  '""=  »  ^'^  "^-P™-  Card  in  the  foUowing 

1 .  Criminally  activated  alarms. 

2.  Alanns  that  are  canceled  prior  to  your  arrival  at  the  scene. 

3.  Vehicle  alarms. 

C.  PROCESSING  FALSE  ALARM  CARDS/LIEUTENANT'S  DI  JTTF<5  P.  •       a  i 

Enforcemem  ^         ^""^^  '"  ^  '"^^^°P^  ''  *^  R^P°^  Management  Section/Alam. 


DGO5.10 
Rev.  fj-  19  99 

D.\THIC1E.:^^.^R.MS 

1.   aTATIC»fl5«.e  =  r-3:MnoBav= 


■?    -^r  —  --. — 
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OUTSIDE  AGENCY  REPORTS  AND  RESPONSES 

This  order  delineates  Department  policy  and  procedures  regarding  the  taking  of 
reports  for  crimes  that  occurred  outside  of  San  Francisco.  It  also  describes  the 
circumstances  when  an  officer  may  travel  to  an  outside  jurisdiction  in  response  a 
cnme  that  occurred  in  San  Francisco,  and  outlines  the  preparation  of  outside  agency 

I.    DEFINITION 

A.  OUTSIDE  AGENCY  REPORT.  An  Outside  Agency  Report  is  an  incident 
report  taken  m  San  Francisco  of  a  aime  that  occurred  in  another  jurisdiction. 

n.  poucY 

A.  OUTSIDE  AGENCY  REPORTS 

1.  FELONY  CRIMES.  It  is  the  poUcy  of  the  San  Francisco  PoUce  Department  that 
memb^  only  take  an  Outside  Agency  Report  for  a  fglfinj:  cri^e,  and  only 

.when  the  reportee  would  suffer  a  hardship  if  he/shelJ^quired  t^retW^ 
to  the  jurisdictaon  of  occurrence.  If,  however,  there  is  doubt  that  the 
reportee  would  suffer  a  hardship,  the  member  shall  take  the  report 

2.  MISSING  PERSONS.  See  DGO  6.10,  Missing  Persons. 

B.  OUTSIDE  JURISDICnON  RESPONSES 

^  ^tiet^  a^Sw  ^.  ^"  promptly  dispatched  to  another  jurisdiction  to 
m^e^stigate  a  crmie  that  occurred  m  San  Francisco  in  any  of  the  foUowing 

a.   A  suspect  has  been  apprehended. 
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A   The  crime  is  fresh,  and: 

L    Witnesses  are  available  for  interview,  or 
ii  The  complainant  insists  on  an  immediate  investigation,  or 
iii  The  suspect  can  be  immediately  apprehended, 
e.    Whenever  a  supervisor  determines  that  a  response  is  appropriate. 

2.  AirmoRiZATiON/NOiincATiON.  A  supervisor  must  be  consulted  to 
determine  if  a  response  to  an  outside  jUdiction  is  appr^S^e 
h^tenant  shall  approve  any  response  to  a  jurisdictiorbeyoTd  40  mSes  of 

III.     PROCEDURES 

A.  OUTSIDE  AGENCY  REPORTS 
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SEARCH  WARRANTS  RELATED  TO  DRUG 
AND  ALCOHOL  ABUSE  REHABILTTATION 

The  purpose  of  this  order  is  to  prevent  the  inadvertent  and  unlawful  interference 
with  the  confidentiality  of  patient  records  maintained  by  drug  or  alcohol  abuse 
programs,  while  outlining  the  procedures  necessary  to  ensure  the  admissibility  of 
such  records  in  court  pursuant  to  a  search  warrant.   If  any  questions  arise  with 
respect  to  the  interpretation  or  appUcation  of  this  order,  members  should  contact  the 
Legal  Division. 

L   POLICY 

It  is  the  poUty  of  the  San  Francisco  PoHce  Department  to  comply  with  applicable 
State  and  Federal  laws  in  executing  search  warrants  related  to  drug  and  alcohol 
abiise  rehabilitation  programs. 

IL  GUIDELINES 

yolume  42  Umted  Stat^  Code  (Section  290dd-3,  290ee-3),  42  CFR  Ch.  1  (A),  Part 
2,  Cahforma  Health  and  Safety  Code  Sections  11878,  11977,  and  Welfare  and 
Institutions  Code  Section  5325  et  seq.  regulate  the  confidentiality  of  patient 
records.    The  following  summarizes  these  sections: 

A.  Absent  the  express  consent  of  the  person(s)  under  investigation,  patient 
records  of  a  drug  or  alcohol  abuse  program  may  never  be  obtained  for  use  in 
connection  with  a  criminal  action  unless  a  subpoena  is  served  and  a  court 
order  is  secured. 

B.  "Good  cause"  must  be  shown  for  production  of  these  records.  Good  cause 
consists  of  proof  ti^at  disclosure  is  necessary  to  protect  against  a  threat  to  life 
or  senous  bodily  injury,  to  aid  in  the  investigation  of  a  ferious  <^e  or 

re^oTds      ^"''"'"'        """"''^  ^''"^""^  P'^'^S  ^°  ^^  conteSTf  i^ 
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C.  Advance  notice  of  the  application  for  the  court  order  must  be  given  to  the 
program  and /or  the  patient  (if  known),  and  a  reasonable  opportunity  for  the 
program/patient  to  appear  at  the  hearing  or  submit  a  responsible  statement 
must  be  afforded.  It  is  recommended  that  whenever  circumstances 
reasonably  permit,  the  required  notice  be  made  in  writing,  specifying  the  date, 
time  and  place  of  the  hearing  and  be  presented  48  hours  in  advance. 

D.  If  the  program  is  operated  by  any  department  or  agency  of  the  federal,  state  or 
local  government,  counsel  for  the  program  must  be  present  to  represent  the 
program.    Such  counsel  must  be  independent  of  any  attorney  appearing  in 
support  of  the  issuance  of  the  court  order. 

E.  The  judge  must  make  expHcit  findings  (preferably  on  record)  that  the  criteria 
for  issuance  of  the  court  order  have  been  satisfied  and  that  the  requirement 
for  appearance  of  counsel  for  the  program  has  been  satisfied. 

F.  Such  records  shall  remain  confidential  and  shall  be  disclosed  only  as  expresslv 
authorized  by  the  court  order.  r        y 

G.  It  is  also  recommended  that  at  the  hearing,  copies  of  the  federal  statute  and 
rules  be  provided  to  the  judge  for  reference. 
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DIPLOMATIC  IMMUNITY 

This  order  instructs  officers  on  the  nature  of  diplomatic  immunity,  and  outlines 
procedures  for  dealing  with  criminal  and  traffic  violations  by  diplomatic  personnel. 

I.  POUCY 

It  is  the  policy  of  the  San  Francisco  Police  Department  that  foreign  diplomatic 
officers  be  accorded  their  respective  privileges,  rights  and  immimities  as  directed 
by  international  law  and  federal  statute,  and  be  treated  with  courtesy  and  respect 
that  befit  their  distinguished  positions.  At  the  same  time,  it  is  a  weU  established 
principle  of  international  law  that,  without  prejudice  to  their  privileges  and 
munimities,  it  is  their  duty  to  respect  local  laws  and  regulations. 

II.  GUIDELINES 

A.  EMBASSIES.  The  highest  ranking  foreign  diplomatic  office  in  this  country  is 
an  embassy.  The  majority  of  embassies  are  located  either  in  Washington  D  C 
or  in  New  York,  N.Y.  a      /     •   • 

1.   DIPLOMATIC  OFHCERS.  Foreign  diplomatic  officers  assigned  to  embassies 
are  tided:   Ambassador,  Minister,  Minister  Counselor,  Counselor,  First 
Secretary,  Second  Secretary,  Third  Secretary  and  Attache.  These  persons 
are  designated  as  "Diplomatic  Agents"  by  the  State  Department. 

1   EMPLOYEES.  Employees  at  embassies  are  either  members  of  the 
administrative  or  tedinical  staff  who  are  accorded  a  lower  level  of 
inviolability. 

B.  CONSULATE  OFFICES.  Branches  of  embassies  located  throughout  the 
country  are  consulate  offices.  Foreign  diplomatic  officers  assimed  to  consulate 
ctT.rp'""''  Consuls-General,  Deputy  Consuls-General,  C^^uL  a^d  ^e 
SS;  o'fSr  ""^"'  '^  =°"^"'^'^  °«^"  "^  <*-8nated  as  career 
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1.  HONORARY  CONSULS.  Often  nationals  or  permanent  residents  of  the 
receiving  state  are  appointed  and  received  as  honorary  consular  officers  to 
perform  the  functions  generally  performed  by  career  consular  officers. 
Such  officers  do  not  receive  identification  cards  from  the  State  Department 
of  the  type  issued  to  career  consular  officers,  though  they  may  exhibit 
reduced-size  copies  of  the  exequatur  or  diplomatic  note  evidendne 
recognition  by  the  United  States  Government. 

2.  IMMUNITY.   Honorary  Consuls  are  not  immune  from  arrest  or  detention- 
they  are  also  not  entitied  to  personal  immuiuty  from  the  civil  and 
criminal  jurisdiction  of  the  receiving  state  except  as  to  official  acts 
performed  in  the  exercise  of  their  consular  functions.   However 
appropriate  steps  must  be  provided  to  accord  to  such  officers  the  protection 
required  by  virtue  of  tiieir  official  position. 

3.  ARCHIVES  AND  DOCUMENTS.  The  consular  archives  and  documents  of  a 
consular  post  headed  by  an  honorary  consul  are  inviolable  (secure)  at  aU 
tim^  provided  they  are  kept  separate  fi-om  other  papers  and  documents  of 
comilf  *^  °'"  ''°°^^°^  ""^^^^  '^^^g  ^  other  activities  of  an  honorary 

C.  IDENTIFICATION 

1.   STATE  DEPARTMENT.  Foreign  Diplomatic  Officers  can  be  identified  bv 
^^    T^'  ^'.^^.^y  ^^  ^*^^^  Departinent  and  by  other  locally  issued 
offiaa^  Identification  papers  or  cards.  The  extent  of  the  "immunity"  or 
mviolabihty''  for  each  classification  is  stated  on  the  reverse  ofX  card 
T^e  State  Departinent  credential  bears  its  seal,  the  name  of  the  officer  his 
titie,  and  the  signature  of  State  Department  officials. 

a.   A  blue-bordered  "Diplomatic"  card  indicates  that  the  bearer  has  the 
status  of  a  diplomatic  agent. 

'    ".  £T^Xt^^/:^^r.;fagtr"  *«  the  be^er  has  the  status 

'  off»S2:t;p'i:;:L"'^'^''^^-'-*^'*^^--hasthestams 
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2.  STATE  OF  CAUFORNIA.  The  State  of  California  issues  status  cards  to  some 
individuals  in  these  categories. 

3.  SAN  FRANCISCO  QTY  AND  COUNTY.  The  San  Frandsco  City  and  County 
identification  card  bears  the  Seal  of  the  City  and  County,  the  name  of  the 
officer,  his  signature,  and  the  signatures  of  the  Mayor  and  Chief  of  Police. 

4.  HONORARY  CONSULS.  Honorary  consuls  will  bear  identification  as  in 
Section  n.,  B.,  1.,  above. 

D.  IMMUNITIES 

1.    PERSONS 

a.    Diplomatic  agents  enjoy  diplomatic  immuiuty,  which  is  broadly 

defmed  as  the  freedom  from  the  jurisdiction  of  local  criminal  and  dvil 
courts  accorded  to  duly  accredited  foreign  diplomatic  agents,  their 
f^es,  and  their  key  employees,  if  such  employees  are  not  nationals 
of  or  a  permanent  resident  in  the  receiving  state. 

>   A  Career  Consular  Officer,  his/her  family  or  qualifying  employees  are 
not  hable  to  arrest  or  detention  pending  trial,  except  in  the  case  of  a 
grave  crmie  (felony  offense  or  other  act  that  would  endanger  the  public 
safety)  and  pursuant  to  a  decision  by  the  competent  judicial  authority 
This  munumty  from  criminal  jurisdiction  is  limited  to  acts  performed 
m  the  exerase  of  consular  functions  and  is  subject  to  court 
determination. 


c 


Treaties  extend  "immunity"  or  "inviolabiHty"  to  other  member  of 
foreign  missions.  ^-^  wi 

^  ^l  "^X^  ?  ""^"^  ^^  ^  ^5^^*^°^  regarding  a  claim  of  immunity 

S^^LtJS  "^"^^  ^^*y  ^°^  ^°*  possess  identification  to^' 

^     ■     fcTT^"?  ^""^"^  ""^'^^  *^  Special  Investigations 

Sf^"tS^il^-^'":2^^  ^°^^^  Departmfnt  for  verification 
oejore  taiang  further  pohce  action  of  any  nature. 
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2.    PREMISES  AND  PAPERS 

a.  Consular  premises  used  exclusively  for  the  work  of  the  consular  post 
or  his  or  her  private  residence  cannot  be  entered  without  explicit 
permission  of  the  head  of  the  consular  post  or  his  designee  or  by  the 
head  of  the  diplomatic  mission.   This  permission  may  be  assumed  in 
the  case  of  fire  or  other  disaster  requiring  prompt  protective  action. 

b.  The  consular  archives  and  documents  are  inviolable  at  all  times  and 
wherever  they  may  be.  The  official  correspondence  of  the  consular 
post,  which  means  all  correspondence  relating  to  the  consular  post  and 
its  functions,  is  likewise  inviolable. 

III.PROCEDURES 

A.  CRIMINAL  VIOLATIONS.  Diplomatic  agents  shaU  not  be  arrested  and 
booked,  but  may  be  physicaUy  detained  when  their  actions  involve  a  grave  or 
felomous  act.    Detentions  shall  be  made  with  the  minimum  amount  of 
physical  restraint  necessary  under  the  circumstances. 

B.  TEIAFFIC  VIOLATIONS 

1.   MOVING  VIOLATIONS.  When  a  diplomatic  agent,  a  member  of  his  or  her 
family,  or  a  qualified  employee  is  stopped  for  a  moving  violation  -  other 
than  dnvmg  under  the  influence  of  drugs  or  alcohol  (see  below)  -  the 
officer  upon  being  advised  by  the  driver  that  he  has  immunity,  shaU     ■ 
ascertain  that  the  driver  possesses  the  proper  credentials. 


a. 


Properly  identified  foreign  diplomatic  officers,  a  member  of  the 
diplomatic  officer's  family,  or  a  qualified  employee  may  be  issued  a 
atation,  but  shall  not  be  required  to  sign  it.  Forward  the  citation  to  the 
Speaal  Investigations  Division  along  witii  an  incident  report  detaihng 
the  circumstances  of  the  ti-affic  stop.  Carefiilly  note  the  id^tification 
information  m  the  incident  report. 
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2.  PARKING  VIOLATIONS.  Consular  Corps  licei\se  plates  do  not  exempt 
vehicles  displaying  them  from  being  dted  for  parking  violations. 
However,  it  shall  be  the  policy  of  this  Department  that  vehicles  bearing 
such  plates  vdll  not  be  dted  for  parking  violations  within  one  block  of 
consular  premises  or  residences  of  foreign  consular  officers. 

a.    Members  observing  any  abuse  of  this  policy  shall  prepare  a 

memorandum  to  his  or  her  commanding  officer  with  a  copy  to  the 
Spedal  Investigations  Division  for  follow  up  investigation.    The 
memorandum  must  outline  the  circiomstances  in  full  and  indude 
Ucense  nvunber(s). 

3.  DRIVING  UNDER  THE  INFLUENCE  OF  DRUGS  OR  ALCOHOL.  The  primary 
consideration  in  this  type  of  inddent  shall  be  to  see  that  the  foreign 
diplomatic  officer,  a  member  of  his  or  her  family,  or  a  qualified  employee 
is  not  a  danger  to  himself  or  the  public.   Based  upon  the  circumstances  the 
following  options,  short  of  a  detention  are  available: 

a.  Take  the  person  to  a  telephone  to  call  someone  to  pick  him  or  her  up. 

b.  Take  the  person  home. 
c    Call  a  taxi  for  the  person. 

d  Take  the  person  to  the  district  station  in  the  district  of  occurrence  to 
recover  suffidently  to  drive  safely. 

e.   Prepare  an  inddent  report  and  forward  a  copy  to  the  Spedal 

Investigations  Division.    Careful  documentation  of  the  identifying 
credential  and  the  facts  concerning  the  inddent  shall  be  induded  in  the 
report. 


DG0  5.13 
07/20/94 

C  REPORTING 

1.   When  a  detention  occurs,  the  Special  Investigations  Division  or  the 
Operations  Center  (after  SID  business  hours)  must  be  notified  by  the 
investigating  officer  or  his  or  her  immediate  supervisor.    An  investigation 
will  be  initiated  by  the  Special  Investigations  Division  in  cooperation  with 
the  U.S.  Department  of  State  and  the  F.B.I. 

Z    In  the  event  that  a  foreign  diplomatic  officer,  a  member  of  his  or  her 
family  or  a  qualified  employee  should  become  involved  in  any  action 
taken  by  members  of  this  Department,  the  Special  Investigations  Division 
or  the  Operation  Center  shall  be  notified  immediately  and  an  incident 
report  prepared  detailing  the  circumstances. 
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INTERAGENCY  OPERATIONS 

The  purpose  of  this  order  is  to  establish  policies  regarding  planned  and  ongoing 
interagency  operations.   It  is  not  intended  to  restrict  a  merr±>er  of  the  San  Francisco 
Police  Department  from  appropriately  assisting  a  member  of  another  law 
enforcement  or  government  agency  in  a  spontaneous  situation.    Instead,  this  order 
is  established  to  erisure  that  command  f>ersonnel  are  aware  of  interagency 
operations,  and  that  members  receive  prior  approval  before  participating  in  them. 

I.  DEFINITIONS 

A.  Interagency  Operation(s):  Any  planned  or  ongoing  operation  or  investigation 
involving  the  San  Francisco  Police  Department  and  an  outside  agency. 

B.  Outside  Agency:  Any  local,  state  or  federal  law  enforcement  or  govenunent 
agency,  e;g.,  FBI,  DEA,  State  Parole,  ABC,  ATP. 

n.poucY 

A.  GH^JERAL.  It  is  the  poUcy  of  the  San  Francisco  Police  Department  that  all 
interagency  operations  involving  members  of  the  San  Francisco  Police 
Department  shall  receive  prior  approval  of  the  member's  deputy  chief. 

B.  REQUESTS  BY  AN  OUTSIDE  AGENCY,  When  the  assistance  of  the  San 
Francisco  Police  Department  is  requested  by  an  outside  agency  for  any 
planned  operation  or  investigation,  the  member  receiving  the  request  shall 
refer  the  agency  to  his/her  deputy  chief.    No  member  shaU  participate  in  an 
operation  or  investigation  unless  it  has  been  approved  by  the  appropriate 
deputy  chief.  r-r     r 

C  REQUESTS  BY  THE  SAN  FRANQSCO  POLICE  DEPARTMENT.  Any 
member  of  the  San  Francisco  Police  Department  needing  assistance  from  an 
outside  agency  for  a  planned  operation  or  investigation  shall  first  obtain  the 
permission  of  his/her  deputy  chief  prior  to  making  the  request 
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D.  BRIEFING/MEETING.  Interagency  operations  or  investigations  shall  be  the 
subject  of  a  briefing  or  meeting  between  the  Department  and  the  outside 
agency  to  discuss  law  enforcement  issues  unique  to  San  Francisco,  e.g, 
operational  objectives,  roles  of  agencies,  and  community  concerns.  It  shall  be 
the  responsibility  of  the  Deputy  Chief  (or  his/her  designee)  conducting  this 
meeting  or  briefing  to  ensure  that  outside  agents  are  aware  of  applicable 
Department  General  Orders  before  the  operation  commences. 

E   OPERATIONS.  During  the  operation,  it  shall  be  the  responsibility  of  the 
senior  ranking  officer  to  make  every  effort  to  ensure  that  no  violations  of 
E>epartment  General  Orders  are  committed  by  the  outside  agents.  Should  any 
violation  occur,  it  shall  be  the  responsibility  of  the  senior  ranking  officer  to 
inform  the  person  committing  the  violation  that  such  action  violates  San 
Francisco  Police  Department  General  Orders. 


San  Francisco  Police  Department  9*J.k? 

GENERAL   ORDER  12/13/95 

ENFORCEMENT  OF  IMMIGRATION  LAWS 

The  purpose  of  this  order  is  to  establish  policies  regarding  the  enforcement  of 
immigratiori  laws  and  cooperation  "with  the'iiranigratiDnand-NattLralization 
Service  (INS)  in  conformity  with  state  and  federal  laws  and  the  City  of  Refuge 
Ordinance,  San  Francisco  Administrative  Code  Section  12H.2-1. 

I.   POLICY 

A.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  foster  trust  and 
cooperation  with  all  people  of  this  City  and  to  encourage  them  to 
communicate  with  San  Francisco  police  officers  without  fear  of  inquiry 
regarding  their  immigration  status.  It  is  also  Department  policy,  consistent 
with  its  obligations  under  state  and  federal  law,  to  adhere  to  the  City  of 
Refuge  Ordinance.  This  ordinance  prohibits  the  use  of  City  resources  to  assist 
in  the  enforcement  of  federal  immigration  laws  except  in  certain  limited 
circumstances  listed  below. 

B.  In  accordance  with  the  Qty  of  Refuge  Ordinance  and  sUte  law,  members  of 
the  Department  shall  adhere  to  the  following: 

1.  DETENTION/DOCUMENTS.  Members  shall  not  stop,  question,  or  detain  any 
individual  solely  because  of  the  individual's  national  origin,  foreign 
appearance,  inability  to  speak  English,  or  immigration  status  (also  see  DGO 
5.03,  Investigative  Detentions).  The  mere  presence  of  so-called  "illegal 
aliens"  is  not  a  criminal  offense. 

a.   In  the  course  of  their  duties,  e.g.,  traffic  enforcement,  investigations, 
taking  reports,  officers  shall  not  ask  for  documents  regarding  an 
individual's  immigration  status. 

2.  ASSISTING  THE  INS.  Members  shall  not  enforce  immigration  laws  or  assist 
the  INS  in  the  enforcement  of  immigration  laws. 
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3.   REQUESTS  FOR  BACKUP  ASSISTANCE.  Members  may  provide  backup 
assistance  to  the  INS  only  when  the  member  determines  that  there  is  a 
significant  danger  of  personal  injury  or  serious  property  damage.  Backup 
assistance  is  justified  only  in  rare  circumstances  where  INS  agents  are  in 
■^significant^  danger.  Examples-im:hid€,-but-are"not  limited  io: 

•  When  firearms  or  weapons  are  involved. 

•  When  a  subject  to  be  detained  has  a  history  of  violence. 

•  When  agents  are  physically  attacked. 

Backup  assistance  shall  not  be  provided  to  INS  agents  for  routine 
operations  or  raids. 

a.   INTERAGENCY  OPERATIONS.  If  a  request  for  backup  assistance  is  made  in 
advance,  the  member's  Deputy  Chief  must  approve  (see  DGO  5.14, 
Interagency  Operations). 

h    DUTIES  OF  MEMBERS.  Members  providing  backup  assistance  to  the  INS, 
-    shall  immediately  notify  their  supervisor  and  file  an  incident  report  ' 
describing  the  reasons  for  their  assistance. 

c    DUTIES  OF  SUPERVISORS.  When  notified  that  a  member  is  providing 
backup  assistance  to  the  INS,  supervisors  shall  immediately  respond  to 
the  location  and  ensure  that  such  assistance  is  warranted. 

d.  TRANSPORTATION.  Members  shall  not  assist  the  INS  in  transporting 
persons  suspected  solely  of  violating  federal  immigration  laws. 

e.  ENFORCEMENT  OF  STATE  AND  LOCAL  LAWS.  Notiling  in  this  Order 

S!d  Slaws^""^"  ^"""^  performing  hisAier  duties  in  enforcing  state 
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4.    WHEN  INFORMATION  MAY  BE  RELEASED.  A  member  shall  not  inquire  into 
an  individual's  immigration  status  or  release  or  threaten  to  release 
information  to  the  INS  regarding  an  individual's  identity  or  immigration 
status  except: 

a.    CONTROLLED  SUBSTANCES  BOOKINGS  (HEALTH  &  SAFETY  CODE  11369). 
When  a  person  has  been  arrested  for  any  of  the  following  offenses 
involving  controlled  substances:  Health  and  Safety  Code  Sections 
11350, 11351, 11351.5, 11352, 11353, 11355, 11357, 11359, 11360, 11361, 
11363, 11366, 11550,  and  there  is  reason  to  believe  that  the  person  may 
not  be  a  citizen  of  the  United  States.  Such  belief  cannot  be  based  solely 
upon  a  person's  inability  to  speak  English  or  his/her  "foreign" 
appearance. 

h    FELONY  BOOKINGS  (S  J.  ADMIN.  CODE  12H.  2-1).  When  a  person  is  in 
custody  after  being  booked  for  the  alleged  commission  of  a  felony  and 
is  suspected  of  violating  the  civil  provisions  of  the  immigration  laws. 
Such  suspicion  cannot  be  based  solely  upon  a  person's  inability  to  speak 
English  or  his/her  "foreign"  appearance. 

C     PRIOR  FELONY  CONVICTION  (S.F.  ADMIN.  CODE  12H.  2-1  (a){b)(c». 

(1)  When  a  person  has  been  booked  at  any  county  jail  facility  and  has 
previously  been  convicted  of  a  felony  committed  in  violation  of  the 
laws  of  the  State  of  California  which  is  still  considered  a  felony 
under  state  law;  or 

(2)  When  the  INS  makes  a  request  for  information  about  a  person  and 
the  person  has  previously  been  convicted  of  a  felony  committed  in 
violation  of  the  laws  of  the  State  of  California  which  is  still 
considered  a  felony  under  state  law. 

d.    NO  RELEASE  FOR  FUBUC  DEMONSTRATIONS  (SJ.  ADMIN.  CODE  12H.2-1). 
The  City  of  Refuge  ordinance  prohibits  release  of  information  to  the 
INS  in  a  case  where  a  person  has  been  arrested  or  convicted  for  failing 
to  obey  a  lawful  order  of  a  police  officer  during  a  public  assembly,  or  for 
failing  to  disperse  after  a  police  officer  has  declared  an  assembly  to  be 
unlawful  and  ordered  dispersal  (Penal  Code  Section  409). 
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5.    RELEASE  OF  INFORMATION  TO  THE  INS 

a.   Generally,  any  release  of  information  to  the  INS  will  be  handled  by 

Police  Department  personnel  at  the  County  Jail  pursuant  to  authorized 
— procedures.      -  - .       ._ 

h.    Before  release  can  be  made  by  personnel  other  that  those  assigned  to 
the  County  Jail,  a  member  must  have  the  authorization  of  his/her 
Watch  Lieutenant  or  Officer-in-Charge. 

C  COOPERATION  WITH  FOREIGN  GOVERNMENTS.  Members  shall  not 
assist  or  cooperate  with  any  investigation,  surveillance  or  information 
gathering  conducted  by  a  foreign  government  unless  it  is  related  to  an 
investigation,  authorized  by  the  Police  Department,  into  a  violation  of  city 
and  county,  state  or  federal  criminal  laws.  (See  DGO  8.10,  Guidelines  for  First 
Amendment  Activities.) 

D.  DEPARTMENT  EMPLOYEES.  Nothing  in  this  General  Order  prevents  the 
Department,  when  required  by  federal  or  state  law,  from  inquiring  into  the 
immigration  status  of  an  individual  seeking  employment  with  the 
Department 

E  COMPLIANCE.  Failure  to  comply  with  any  provision  of  this  General  Order 
shall  subject  the  member  to  disciplinary  action. 

References 

DGO  5.03,  Investigative  Detentions 
DGO  5.14,  Interagency  Operations 
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GENERAL  ORDER  Rev.o6/i8/97 
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OBTAINING  SEARCH  WARRANTS 

The  purpose  of  this  order  is  to  describe  the  procedures  for  obtaining  non-telephonic  search 
warrants  by  members. 

I.     POLICY 

A.  Under  the  Fourth  Amendment  of  the  United  States  Constitution,  the  only  legal  means  of 
obtaining  evidence,  excluding  specific  exceptions,  is  by  search  warrant.  Search  warrants 
are  the  most  reUable  means  of  preserving  the  admissibiUty  in  court  of  evidence  seized 
during  a  criminal  investigation.  The  San  Francisco  Pohce  Department  requires  its 
members  to  conform  themselves  to  the  law  in  all  aspects  of  their  duties  and  particularly  in 
obtaining  evidence  by  means  of  searches  and  seizures. 

B.  Absent  a  clear  exception  to  the  requirement  for  a  warrant,  searches  shall  be  conducted 
under  the  authority  of  a  duly  issued  search  warrant.  Where  doubt  is  present  about 
whether  an  exception  to  the  requirement  of  a  warrant  exists,  members  should  secure  the 
person,  place  or  thing  to  be  searched  and  seek  a  search  warrant. 

n.  PROCEDURES  FOR  OBTAINING  SEARCH  WARRANTS 

A.  Members  seeking  search  warrants  may,  and  are  encouraged  to,  draft  their  own  affidavits 
and  apphcations. 

B.  All  apphcations  for  search  warrants  shall  be  reviewed  and  approved  by  a  supervisor. 

C.  Search  warrant  apphcations  initiated  by  members  of  the  Bureau  of  Inspectors  shall  be 
done  in  accord  with  Bureau  pohcy  and  through  the  appropriate  prosecution  section  of  the 
OfBce  of  the  District  Attomey. 

D.  After  supervisory  review,  all  search  warrant  applications  made  by  members  outside  the 
Bureau  of  Inspectors  shall  be  submitted  to: 

1 .  The  Officer-in-Charge  of  the  appropriate  investigative  section  during  nonnal  business 
hours;  or, 

2.  The  Of5cer-in-Charge  of  Night  Investigations  outside  business  hours;  or. 
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3.    The  assigned  Inspector,  if  the  search  is  in  furtherance  of  a  case  previously  assigned  to 
a  member  of  the  Bureau  of  Inspectors,  or  if  that  Inspector  is  unavailable,  the  on-call 
members  of  the  investigative  section  or  the  Officer-in-charge  of  that  section  if  there  is 
no  on-call  crew. 

E.  After  review  and  approval  by  the  appropriate  Investigative  Section  member,  the  search 
warrant  apphcation  shall  be  submitted  to  the  Office  of  the  District  Attorney  through: 

1 .  The  prosecution  section  appropriate  to  the  crime  imder  investigation  during  business 
hours;  or, 

2.  The  on-call  Deputy  District  Attorney  for  search  warrants  during  all  other  times  by 
contacting  that  person  through  the  Operations  Center. 

F.  Fax  transmittal  of  search  warrant  apphcations  to  each  level  of  review,  including  review 
and  isstiance  by  a  judge,  is  the  preferred  method. 

G.  Upon  obtaining  a  search  warrant,  the  affiant-officer  shall  be  personally  responsible  for: 

1 .  Registration  of  the  search  warrant  with  the  clerk  of  the  covut  on  the  next  court 
business  day  after  service,  but  never  more  than  ten  days  (excluding  weekends  and 
hohdays)  after  isstiance  of  the  search  warrant.  Only  unusual  circumstances  would 
justify  delay  in  registration; 

2.  Dehvery  of  certified  copies  of  the  affidavit  and  apphcation  to  the  assigned  Inspector 
and  the  appropriate  section  of  the  District  Attorney's  Office  by  the  next  business  day; 

3.  Dehvery  of  the  return  and  inventory  of  the  warrant  to  the  issiiing  magistrate  on  the 
next  court  business  day  after  service  and  to  the  assigned  Inspector  and  D.A. 
prosecution  section  on  the  next  business  day  after  service. 

H.  The  affiant-officer  is  personally  responsible  for  the  proper  booking  into  the  Property 
Control  Section,  or  deposit  at  the  Narcotics  drop,  of  all  evidence  seized  under  the 
authority  of  a  search  warrant. 

m.  OUTSIDE  AGENCY  ASSISTANCE 

Members  contacted  by  outside  law  enforcement  agencies  to  assist  in  the  preparation  and 
service  of  a  search  warrant  for  service  in  San  Francisco  shaU  comply  with  the  provisions  of 
this  order. 
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GENERAL   ORDER  07/27/94 

CRIME  SCENE  LOG 
I.  POLICY 

A.  OFRCERS'  RESPONSIBILITIES.  Once  it  has  been  determined  that  a  crime 
scene  must  be  protected,  the  officer  first  entering  the  scene  shall  initiate  a 
Crime  Scene  Log  (SFPD  28).  The  log  shall  be  maintained  imtil  all  personnel 
have  left  and  contaiimient  ends. 

B.  WHEN.  The  log  shall  be  used  at- 

1.  All  homicide  scenes. 

2.  All  scenes  of  an  officer-involved  shooting. 

3.  Any  crime  scene  or  non-crime  scene  (e.g.,  explosions,  major  fires, 
accidents)  that,  in  the  opinion  of  the  investigating  officer  or  his/her 
superior,  requires  isolation  for  the  purpose  of  investigation. 

C  ACCESS,  CONTROL  AND  IDENTinCATION.  Access  to  the  crime  scene  shall 
be  limited  to  persons  performing  specific  investigative  or  emergency 
functions.  Everyone  entering  the  crime  scene  or  known  to  have  entered  the 
crime  scene  shall  be  identified  on  the  log. 

D.  ROlJnNG  AND  HANDLING.  After  the  crime  scene  has  been  secured,  the 
log  should  be  given  to  the  assigned  inspector  or  attached  to  the  incident 
report 


References 

DGO  6.05,  Death  Cases 

DGO  8.01,  Critical  Incident  Notification 

DGO  6.02,  Physical  Evidence 

DGO  6.15,  Property  Processing 

Event  Management  Manual  (SFPD) 
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PHYSICAL  EVIDENCE  AND  CRIME  SCENES 


The  purpose  of  this  order  is  to  describe  the  pohcies  and  procedures  for  determining  what 
constitutes  a  crime  scene  and  recognizing  and  preserving  physical  evidence. 

I.    POLICY 

A.  IDENTIFYING  AND  PRESERVING  THE  CRIME  SCENE. 

It  is  the  responsibility  of  the  officer  who  arrives  first  to  isolate  and  protect  the  crime 
scene  from  contamination  until  relieved  by  the  direction  of  a  superior  officer.  (See 
also  DGO  6.01,  Crime  Scene  Log) 

B.  CONTAMINATING  THE  CRIME  SCENE.  Officers  shall  not  smoke,  eat,  use  the 
restroom  or  telephone,  or  unnecessarily  disturb  the  crime  scene. 

C.  ESTABLISHING  ROUTE  INTO  CRIME  SCENE.  The  officer  assigned  to  protect 
the  crime  scene  shaU  determine  a  single  route  into  the  crime  scene.  The  route  shaU 
be  chosen  so  as  to  disturb  the  scene  or  the  physical  evidence  as  little  as  possible 
This  route  shall  be  relayed  to  headquarters  as  soon  as  possible  to  prevent  officers 
and  emergency  personnel  from  contaminating  the  crime  scene. 

n.  PROCEDURES 

A.  RECOGNIZING  A  CRIME  SCENE.  A  crime  scene  includes  not  only  the  area  where  the 
criminal  act  occurred,  but  also  approaches  and  exits  that  the  suspect(s)  may  have  used 
I.e.,  pomt  of  entry  and  exit.  Not  all  evidence  is  visible.  Contact  the  Crime  Scene        ' 
hivestigations  (CSI)  unit  if  any  questions  arise  as  to  the  scope  of  a  crime  scene  and/or 
physical  evidence.  It  is  the  responsibility  of  the  senior  officer  at  the  scene  to  notify 
Operations  Center,  when  applicable,  or  Crime  Scene  Investigations,  if  there  is  a  potential 
for  recovering  latent  fingerprints  or  other  physical  evidence.  If  CSI  is  responding  the 
officer  shall  take  steps  to  insure  that  the  potential  evidence  is  protected 
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B.  TYPES  OF  CRIME  SCENES 


1, 


2. 


Major  Crime  Scenes.  A  major  crime  scene  is  a  location  at  which  there  is  death 
great  bodily  injury  or  a  potential  for  a  major  investigation.  Examples  are: 

a.  Homicide. 

b.  Suicide. 

c.  Officer-involved  shootings. 

d.  Felonious  assaults  in  which  death  or  permanent  disability  may  occur. 

Non-Major  Crime  Scenes.  All  other  crime  scenes  are  non-major  crime  scenes 
These  scenes  may  require  the  response  of  an  investigative  unit  depending  on  the 
circumstances.  ^ 


^'  l^fT'^'fT'H^^'''^^^'^^-  Phy--^^-dence  is  anything  that  has  been  used, 
left  removed,  altered  or  contaminated  during  the  commission  of  the  crime  by  the 
victim(s)  or  suspect(s).  ^ 

D.  PRESERVING  PHYSICAL  EVIDENCE  AT  MAJOR  CRIME  SCENES    Physical 

Z^:!-    f^  ""'  *"  '°''*='-  ""'^^' "  "'^"^^^  Pri- '°  *=  -ri™]  of  tte  CS  Unit 
the  Medical  Examiner,  or  the  investigator. 

1.   MOVING  EVIDENCE.  Officers  shall  not  move  evidence  at  a  major  crime  scene 
unless  the  evidence  is  in  danger  of  being  lost,  contaminated,  or  de  troyed  o  when  a 
weapon  must  be  secured  in  order  to  insure  the  ofTicer's  safely  or  the  safeVof'^l 

con*iorS°r°''°  '""""•  ""'""'"^  ^"^^^  "=  °"8'"^l  position  and 
SSdeZepo:  "^  ^  '""^"*''°"  "P""  ^'^  ^^^''  -^  --^  *'  details  in  your 

'■   pTe™:™^^'^^^^^-  ^™^''™-f  physical  evidence  can  be 
pracessed  for  latent  fingeipnnts  and/or  examined  for  trace  evidence  Use  caution 

^e^evidence.  Instruct  victims  to  avoid  touching  or  moving  such  itLTun.il  CSI 
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E.   COLLECTING  AND  TRANSPORTING  PHYSICAL  EVIDENCE. 


1 .  RESPONSIBILITY.  At  major  crime  scenes,  patrol  officers  are  not  to  collect 
evidence.  At  non-major  crime  scenes,  when  specialized  units  are  not  required,  the 
responsibility  for  proper  collection  of  physical  evidence  rests  with  the  senior 
investigating  officer  present. 

Many  items  of  physical  evidence  can  be  processed  for  latent  fingerprints  and/or 
examined  for  other  trace  evidence.  Use  caution  when  collecting  and  handling 
evidence  to  ensure  that  such  items  are  disturbed  as  little  as  possible  and  the  evidence 
is  preserved. 

2.  UNDERWATER  RECOVERY  OF  PHYSICAL  EVIDENCE.  See  DGO  6.03, 
Underwater  Recovery  Unit. 

3.  LEGAL  REQUIREMENTS.  The  legal  requirements  for  evidence  that  will  be 
introduced  into  court  can  be  more  stringent  than  the  requirements  for  evidence  that  is 
used  solely  to  justify  an  arrest.  Officers  shall,  at  all  times,  maintain  the  chain  of 
custody. 

4.  AMOUNT  OF  PHYSICAL  EVIDENCE  TO  BE  COLLECTED.  It  is  often  a  difficult 
task  to  determme  the  amount  of  evidence  that  needs  to  be  collected.  However  it  is 
important  to  gather  potential  physical  evidence  before  it  is  lost  or  contaminated 
Should  questions  arise  as  to  the  value  of  potential  physical  evidence,  or  the  amount 
that  needs  to  be  collected,  contact  the  CSI  unit  or  the  Operations  Center. 

5.  HOMICIDES.  Officers  shall  not  move  or  collect  evidence  at  the  scene  of  a  homicide 
or  other  death  cases,  unless  the  evidence  is  in  danger  of  being  lost,  contaminated  or  ' 
destroyed,  or  when  a  weapon  must  be  secured  due  to  safety  considerations    Officers 
may  also  move  evidence  when  specifically  instructed  to  do  so  by  a  member  of  the 
CSI  umt,  the  Homicide  Detail  or  the  Medical  Examiner's  Office. 

6.  BULLETS  AND  CARTRIDGE  CASINGS.  At  major  crime  scenes,  officers  shall  not 
touch  or  remove  bullets  or  casings  unless  directed  to  do  so  by  a  member  of  the  CSI 
umt  or  by  the  inspector  investigating  the  case. 

At  non-major  crime  scenes,  officers  shall  handle  the  evidence  with  caution    Prior  to 
moving  any  bullets  or  casings,  the  officer  shall  documem  the  location  and  include  that 
information  in  the  incident  report.  The  officer  shall  then  transport  the  evidence  in  a 
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suitable  container  (preferably  paper).  When  booking  bullets  or  casings,  mark  the 
container  andjiQt  the  evidence  to  eliminate  the  possibility  of  destruction  of  minute 
evidence,  such  as  stria,  ejector,  extractor,  or  magazine  marks. 

7.  GUNSHOT  RESIDUE  (GSR).  Where  there  has  been  a  crime  involving  the  use  of  a 
firearm,  GSR  samples  may  be  taken  to  determine  the  presence  of  gunshot  residue  on 
the  suspect's  hands.  In  cases  where  GSR  samples  are  to  be  taken,  the  subject  shall  be 
handcuffed  with  his/her  hands  apart,  and  not  be  allowed  to  use  the  washroom  or  go  to 
the  bathroom  unescorted  until  the  administration  of  the  test.  Long  sleeve  clothing 
may  also  be  booked  for  later  analysis  of  gunshot  residue. 

8.  CLOTHING.  The  victim's  clothing  may  be  essential  evidence.  Paramedics  or 
medical  personnel  may  cut  off  and  discard  this  clothing  in  the  ambulance  or  at  the 
hospital.  The  investigating  officer  shall  take  custody  of  this  clothing  and  notify  the 
CSI  unit  only  if  he/she  cannot  book  the  clothing  by  the  end  of  watch,  because  it  must 
be  au--dried  due  to  the  presence  of  body  fluid  or  blood.  All  items  suspected  of 
contammg  blood  or  other  body  fluid  evidence  must  be  air  dried  before  booking    The 
booking  container  should  be  labeled,  "BIOHAZARD"  and  "FREEZER." 

9.  JEWELRY.  All  jewehy  (watches,  rings,  necklaces)  shall  be  packaged  in  a  "Property 
tor  Identification"  envelope  separate  fi-om  other  evidence. 

F.  11550  HEALTH  AND  SAFETY  CODE  VIOLATIONS.  (See  DM-3.  Driving  Under  the 
Influence  and  Under  the  Influence  and  DGO  6.15,  Property  Processing.) 

G.  PACKAGING  EVIDENCE.  (See  DGO  6.15,  Property  Processing  and  DGO  9  03 
Mandatory  Blood  Tests  for  Drivers  Under  the  Influence.) 

'■    ofoTe'^f-^^''^'-  L^^*^"^^d-^^^°ntained  in  a  property  envelope,  box 
or  other  contamer  on  the  property  envelope  or  property  tag  attached  to  the  box  ^r 
other  container    Safely  package  sharp,  fragile,  or  hazardous  (including  biohazardous) 
matenals  and  label  them  as  such.  The  officer  booking  evidence  shall  mark  aU        ^ 
evidence  with  his/her  imtials  or  star  number,  but  only  when  such  marking  will  not 
contaminate,  alter  or  destroy  the  items  of  evidence.  The  officer  shall  mark  Z 
container  into  which  those  items  are  placed  with  his/her  imtials  or'numt. 
descnption  of  the  evidence  and  the  incident  number  assigned  to  the  case    Do  not 
mark  Items  to  be  fingerpnnted.  Do  not  mark  pamt  chips^ullets,  cartridge  ca^ngs 
hair,  fibers  and  other  small  or  delicate  items  of  evidence.  ^ 
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3. 


Should  any  questions  arise  as  to  the  correct  and  safe  procedures  for  the  packaging  of 
any  physical  evidence,  contact  the  CSI  unit  or  Operations  Center. 

2.    FIREARMS. 

a.  To  be  CSI  processed:  If  potential  evidence  on  a  firearm  is  to  be  preserved  for  CSI 
processing  (i.e.  -  latent  prints,  hair,  blood,  and/or  fibers).  DO  NOT  UNLOAD 
REMOVE  MAGAZINE  OR  BOOK.  Do  not  mark.  Contact  CSI  Unit. 

b.  To  be  packaged  by  officer  (no  processing):  package  firearm  and  ammunition 
separately  fi-om  other  evidence.  Handle  firearm  by  checkered  grips  and/or  trigger 
guard.  Liquid  paper  (white-out)  or  indelible  ink  may  be  used  to  mark  fi-ame  of 
weapon.  Place  ammunition  in  smaller  separate  envelope  (do  not  mark  slugs, 
recovered  casings  or  live  ammunition).  DO  NOT  PACKAGE/BOOK  A 
LOADED  FIREARM  AS  EVIDENCE. 

MONEY.  Package  money  (U.S.  and  foreign  currency  and  coin)  in  a  green  "Money 
for  Identification"  envelope  separate  fi-om  all  other  evidence  or  property  with  the 
amounts  and  totals  written  out  on  the  appropriate  lines. 

BLOOD  AND  PHYSIOLOGICAL  FLUIDS.  (Also  see  Infectious  Disease  Control 
Manual,  DM-4)  The  collection  of  blood  and  physiological  fluids  (semen,  saliva,  etc  ) 
also  referred  to  as  body  fluids,  at  crime  scenes  shall  be  the  responsibility  of  the  CSI   ' 
umt. 

QUESTIONED  DOCUMENTS.  Questioned  documents  are  checks,  credit  card 
'T'^^^  threat  ^d  extortion  letters,  robbery  notes,  suicide  notes,  business  records 
etc.  When  handling  questioned  documents,  follow  these  rules: 

a.  Do  not  allow  the  suspect  to  handle  the  questioned  document 

b.  Preserve  the  questioned  document  for  latent  fingerprints  and/or  indented  writing 

c.  Do  not  wnte  on  or  mark  the  document  in  any  way 

d.  Store  and  transport  the  document  in  an  envelope.  Use  an  envelope  that  is  large 
enough  to  allow  the  questioned  document  to  be  stored  in  it  without  the  need  to 
make  any  new  folds  in  the  document.  In  order  to  prevent  adding  indentions  to  the 
document,  wnte  the  description  of  the  evidence  on  the  storage  envelope  before 
placing  the  questioned  document  inside. 

e.  Keep  a  record  of  each  document,  including  the  date,  place,  and  person  from  whom 

;t  was  obtained,  and  include  this  infomiation  in  your  incident  report 
t.    Keep  documems  away  fi-om  excessive  heat,  light,  or  moisture 
g.    Never  attempt  to  reconstruct  a  torn  or  damaged  document 
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6.  FLAMMABLES.  Contact  the  Arson  Task  Force  or  Operations  Center  for  assistance 
(SeeDG0  6.15,  Sec.  III.,  C.) 

7.  DESTRUCTIVE  DEVICES.  Contact  Explosives  Ordnance  Disposal  (E  O  D  )  or 
Operations  Center.  (See  DGO  6.15,  Property  Processing  and  DGO  8.08  Bomb 
Threats,  Destructive  Devices,  Explosions.) 

8.  NARCOTICS/CONTROLLED  SUBSTANCES.  Place  the  item  of  evidence  in  an 
envelope  or  plastic  bag.  Place  your  initials  and  star  number  on  the  envelope  or  plastic 
bag.  Place  the  envelope  or  plastic  bag  in  an  "Analyzed  Evidence"  envelope.  Seal  the 
flap,  wnte  your  mitials  and  star  number,  then  seal  with  transparent  tape  and  sealing 

^3^0^^^^^."?'  ' •^''^"'  ^"'^"^^"  ^"^^^°P^  ^°  ^^«  NarcoticsV  at  Room 
435  of  the  Hall  of  Justice  and  place  it  inside.  If  the  item  is  too  large  to  be  placedm 
he  Drop  (manjuana  plants,  kilos,  etc.),  contact  the  Operations  Center  or  the  Crime 
Lab.  (See  also  DGO  6.15,  Property  Processing.) 

When  a  con^iner  holding  evidence  needs  to  be  fingerprinted,  book  the  container  to  be 
fingeipnnted  separately  from  the  narcotics  evidence.  Do  not  mark  the  hem^rtn  h. 
printed  prior  to  processing  for  fingerprints.  ^'^  *°  ^' 

'    c?rr?s!fefn^oTb''''.^'^'f '•  ^^"^°- ^^^-ds,  fireworks,  acids,  or 
LsTst^ce '  (See  also  DGO  6  iT  ^ ^^°^\-^^-^  ^SI  unit  or  Operations  Cent;r  for 

Maten'l  Lid^ntsT  ''^       """'  ^'  "'^'^  '■'''  «-"^°- 

"•  ^ru^P^e^tSr^^^^^  Themvestigatorassignedtothe 

ontheRUfoftro^^^^^^^^^^^ 
along  with  a  copy  of  the  incident  report,  to  the  Crime  Laboratory  ' 


I. 
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analysis,  complete  the  Latent  Fingerprint  Request  forni  and  forward  the  form  to  the  CSI 
unit.  Book  the  evidence  in  the  usual  manner,  indicating  on  the  evidence  container  that 
the  item  should  be  held  for  fingerprint  processing.  When  you  make  a  request  for  a  CSI 
umt  to  respond  to  a  station  or  detail  to  process  evidence  for  fingerprints  do  not  mark  the 
item(s)  to  be  printed.    Place  the  item(s)  in  a  secure  location.  Complete  and  provide  a 
Property  for  Identification  envelope  also.  When  CSI  is  through  processmg  the  .tem(s)  the 
booking  of  the  item(s)  can  be  completed.  Request  that  evidence  be  examined  for  indented 
wnting  before  it  is  chemically  processed  for  fingerprints. 

J.    Din  BLOOD  AND  URINE  SPECIMENS.  (See  DM-3,  Driving  Under  the  Influence  & 
Muent')  '"''  °°'^  ^°^'  '^^''»'<">'  Bl°°<'  Tests  for  Dnvers  Under  the 

'^'  SERIOn,'^.'^  SPECIMENS  RELATED  TO  HOMICIDES  OR  OTHER 
bERlOUS  CASES.  The  mvest.gatmg  officer  or  investigative  section  handling  the 

clT'C°L  1     "T' '"°°'' '""  ™"=  *''™="^  ^''^"'O  '°  '^=^*  "  other  serious 
cases.  Hand  dehver  these  specimens  to  the  Toxicology  Laboratoty,  located  in  the 

Medical  Examiner's  Office.  When  that  office  is  closed,  obtain  from  the  station  keener  ., 

Southern  Station  the  key  to  Room  1 1  in  the  Traffic  Section,  south^e  ,   om  r  of  thTSs 

floor,  in  the  Hall  of  Justice.  In  Room  1 1,  log  specimen(s)  into  the  log  booT^d  dtpo^ 

the  specimen(s)  mto  the  slot  in  the  locked  box  located  in  the  refrigerator 


L. 


BLOOD  SAMPLES  DRAWN  FROM  VICTIMS  OR  SUSPECTS  AT  SFr.H  TN  nc  i  ™ 
OR  IMPENDING  DEATH  CASES.  (FIRST  BLOOD  DRAW^SPECE^NS^TH  1 

pr^^p^bi^^^^n-rfr^^^^^^^^^^^^^ 


Referenct^s 

DGO  6.01,  Crime  Scene  Log 

DGO  6.03,  Underwater  Recovery  Unit 

DGO  6. 1 5,  Property  Processing 

DGO  8.07,  Hazardous  Materials  Incident 

DGO  9  0?'  l"""^.  ^""T'  """^"^^'"^  °^^^^«^'  Explosions 

dS  3  Driv       if  r  u'7'  ^"^^  ^°^  ^"^^^^  Under  the  Influence 
DM-3,  Driving  Under  the  Influence  and  Under  the  Influence 

7:7 


5  ^ 


o 

^  -         Q 
£i  ^  < 

•E  ^  iJ  2 


1-^ 


> 
o 
x> 
n 


^  EMf     ^ 


c 


S3 
o 


DQ    O 

C 

C    ra 

« u  i 

jC    (X  (U 

«  5  s 


IS  '2 
D 


C  ^  c, 

-  «?  E 

~  -J  CO 

C 


>*-     C    o     ^ 


£  - 
o  ^ 

>    V)    W    "J    3 


a 


^^ 


.52   S  (S 


Q 

3 
u 

CD 

8 

g 
o 

o 


e 

Q 


O 
2 

O 

i 

Q 


I 


O 

u 


u 

< 


a 


O 


O    ^ 
■"    c 

O     2     O 


i 


2    D, 

5   c     . 

^  — «   flj 

ft! 

o  2  ? 


C    c 

o  01  s 

o  .2  3 

S  fo   o 
ca   CO   n. 


rs 


>  )^  B 
S  ^  5. 


g  ii 


j=  «x 


^       'Q 


"5  ^    O  — 

u,  -a  u:  ^  g 

aj   S   b  —   " 


u 


5^ 


O)  ii 
O.  c 

O  ft"  ^ 

•=   w  u 
<u  «  «( 

«   5-  S 
ESQ, 


:H.g 

?  r 

o  ■£  ^ 
E  °c 


i 


CO 


8- 

o 

2 


ti^  c  2 
c  ^   o   ^ 

c  ° -2 

3     C     P       . 

■^  .2  «  45 


a. 


S  u  t  o 

O    D.  w    w    3 


SjI 


<'    (/)    C  -j- 

■a  tS  js  ?  -K 


y  b 


2  5 


o  Si 


ow  suspect 
ds.  Do  not 
ct  that  his 
1  be  tested, 
ipecf  s  outej 

o 

o 

T3 

1| 
11 

Do  not  all 
wash  han 
the  suspe 
hands  wil 
Retain  sus 

o 

5 

o  to 
S  g 

a'    J? 

Q^ 


S, 


o 

1 


I 


^ 


O 

u 


.3   2  .h  iS 


^So^SS       £2  2  5 


•2 

D 

3 


I 

a 
U 


X 


w   o   o   g 

Co     ^  O 
.§  fc   o   o 

■5  S  g  i2  o 
w  ^   C   g   e 

O  ^  cj  ^U 


c  ^  U    3 

o    g    O  Ci 


C    <9 


X)'::: 


2  S'SS  c 

•^  ^  =3  ja   o 

<0     CP     Q     m     o 
P-    >    u  J  to 


1 


I  8  8 

£  c  c 
o  -c  ^ 

z  t.s 


-  9 

3    o 

e  e 

o    p 

III 

ia  u  8 


(§=S 


5||.£ 


o^^Ml 


u  = 


—   c 
o  — 

<  a. 


<"  .^  I- 
|3| 


fi-l 


•g  "a  x:  JJ    . 


0) 

e 


<B    (3 


K, 


u    O 

to  > 

(B     C 
CQ  U 


i  s2 

e-  .5  ^ 


c 


^     s 


°     s 
I''  ^ 

3     (0     ■-■    jj 

3  ^=^ 
is  8  8-S 


a    5 

3     ^ 


c 

So    . 

f  ^  ^ 
•n  £  iS 
a.  o  v^ 
S«i:  o 


o 

.-  O 

:a  &      . 

■a  o)  OT 

S  S  c 


O^    « 


SI 


o  c 

VI    ?:     > 

lis 
|1| 

O    a,  -r  •£  ^t:    3 


aj   o 
15  5 


^    .S     >^ 

Sri 

^  > - 

o  £i  9 


S  s^ 


s. 


g 

.■S 

f 

JC 

D 

s^ 

§5 

g-s 

!>, 

1. 

^i- 

tJ' 

So 

■^    0) 

5^ 

BQ    o 

£ 


2 

T3 

1 
Si 

C 

3 

^ 

c 

TJ 

1 

a. 
2 

^ 

c  jo 

I 


.i2  -D 


^    to    0)    o 

8  —  —  ~ 

c?  'i  °  I 


i 


^1 

in  •" 

•-   « 

m  tha 
innoti 
Unit. 

A  0  — , 

2i^ 

o  iJ  - 

«i^  S 

(a 

o  ,^    C 

j:) 

from 
book. 
II  Vic 

J3 

1 

•2-H^ 

cj  S" 

^  «•§ 

collect 
attach 

P,  -C  ^ 

H  3  o 


2 
o 


J2 
1^ 


San  Francisco  Police  Department 

Pri  01'Onn 
UNDERWATER  RECOVERY  UNIT 

I.   POLICY 

A.  RESPONSIBILITIES.  The  Undenvater  Recovery  Um,  OJRUl  will  h 

for  conducting  underwater  searches  for  ii^m,  „f  '       ^     '"  '"^  ^sponsible 

waters  of  San  Francisco  and  SaS  F^c    „  Bav   ^''"^,7  '^f""  '"  '"'=-^ 

B.  COMPOSITION/AVAILABILITY 

have  at  least  five  years  open-waifd^Wng-'e^^tt    "  '^■''■^■^-  "'  ™^' 

2.    AVAtMBtUTV.  The  URUshaU  be  available  twen,y.fo„  hours  a  day. 
C.  CHAIN  OF  COMMAND    Th^  nfr 

^..verandsha,,repo„totheCo^trofsSS:;:S:„--«- 
''"  SS'eadTconro^  *^"  ^™"^=  ^^  -'■«-  *eir  diving  equipment 


E.   OPERATIONS 
I 


cCo™e  STsSr^^rr;?--* -  '"™-  -^  "-=  Omcer-in. 
whether  the  tean,  shall  be  acriS    The  WC    ;','.  "f  a  successfttl  dive  and 
decston  as  to  the  reasonableness  of  a  tea,nc^„*'J^"  '^'"  "^ke  the  final 
ex.Sencyofthes,tuat.on,possib-lS:?r:tr:::s:^^^^^^^^^ 
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II.  PROCEDURES 

A.  REQUESTING  THE  URU 


B.  NOTIFICATION  OF  URU  MEMBFPq    Ti^.n       .•       ^ 

roster  of  home  andTk  ^fni^P^m^^^^^^  ^'fi  '^^^  ^ 

indicated,  the  Officer-in-Cha^ge  oU^mvl^y^ r  '.  ^^'  '""-"P  ^^ 

Operations  Division  shall  be  notified  Commander  of  Special 


San  Frandsco  Police  Department  (%   f\A 

GENERAL  ORDER ^^ ^^^^^ 

ASSAULTS  ON  POLICE  OFHCERS 

This  order  outlines  the  procedures  for  notifying  Department  personnel  and 
processing  evidence  in  cases  involving  assaults  on  police  officers. 

I.   PROCEDURE 

A.  DUTIES  OF  ASSAULTED  OFHCER/PATROL  SPECIAL  OFHCER 

1.   NOTIFICATION.   Contact  the  General  Work  Section  on  or  by  the  next 
business  day  and  confer  with  the  investigator  assigned  the  case. 

^   c^^^h^"^-  K^^'^""^  f  '°°^  "^  ^'''^^^  t°  ^e  Photo  Lab  and  have 
color  photographs  taken  of  any  injuries,  even  if  the  injuries  appeaTsUght. 

3.   EVIDENCE.  Book  any  torn  or  damaged  clothing  or  equipment  as  evidence. 
B.  DUTIES  OF  SUPERVISORY  AND  COMMAND  OFFICFRq    Jf  fh.  ••      ^ 

Referencpfi 

DGO  6.02,  Physical  Evidence 

DGO  6.15,  Property  Processing 

DGO  8.01,  Critical  Incident  Notification 

DGO  8.04,  Critical  Incident  Response  Team 

Infectious  Disease  Control  Manual,  DM-04 

Injury  and  Illness  Prevention  Program,  DM-01 


San  Fnmdsco  Police  Department  f\   Ot> 

GENERAL  ORDER ^ 

DEATH  CASES 

This  order  describes  the  procedures  for  investigating  death  cases  (e.g.,  homicides 
suiades  and  deaths  by  apparent  natural  causes),  and  delineates  responsibilities  of  the 
investigating  officer  and  of  the  Medical  Examiner.  iMumues,  or  me 

I.   PROCEDURES 

A.  DETERIvlINING  DEA-m.  The  first  consideration  at  the  scene  of  an  apparent 
death  case  IS  to  det^mme  if  the  person  is  dead.  Even  if  death  is  evid^t  ci 
for  an  ambulance.  Paramedics  will  determine  whether  medical  ca^e Tto  be 
given.  If  die  paramedics  determine  that  the  person  is  dead  and  no  medical 
care  is  to  be  given,  contact  the  Medical  Examiner's  Office. 

B.  SEARCHING  OR  MOVING  A  BODY 

1.    PROPiTBmON/EXCEPTlONS.  Officers  shaU  neither  search  or  move  a  bodv 
nor  allow  anyone  to  search  or  move  a  body,  except  in  the  fSTov^g^i's: 

_a.   If  you  believe  your  life  or  the  lives  of  others  are  in  danger  if  the  bodv  i. 
not  searched  or  removed  immediately.       .  ^  ^  ^ 

b.    If  fanure  to  move  the  body  would  likely  result  in  its  loss  (e  e  bv  fire 
ocean  currents).  If  possible,  this  decision  should  be  made  bv  a 
supervisory  officer.  "^^  ^ 

a    With  the  permission  of  the  Medical  Examiner's  Office. 

When  a  homidde  is  not  suspected  and  the  Medical  Examiner  will  bp 
delayed  over  30  minutes  in  responding,  you  mav^^^f  JT-   1 

2.   DOCUMENTATION.   Whenever  vou  move  or  r^rr^i*  o 

body  prior  to  the  arrival  of  ^e  MecS^  L^^^*  T^^t '°  ^^'^^  ' 


DGO  6.05 
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C  SEARCHES  BY  THE  MEDICAL  EXAMINER 


1.  WITNESSING  THE  SEARCH.  You  must  witness  the  search  by  the  Medical 
Exanuner  aiid  obtain  a  receipt  for  any  property  taken  from  the  body  or  the 

IfT^Zri     f^"^^'°"  ^'f^^^  '^^  investigation  may,  with  the  consent 
of  the  Medical  Exammer,  take  charge  of  any  evidence  relating  to  a 
suspected  homicide.  e>  <-^  '^ 

2.  DESCRIPTION  OF  PROPERTY.  Indicate  the  details  of  the  search  and  describe 
any  property  taken  in  your  incident  report.  Be  sure  to  attach  the  Medical 
Exammer's  receipt  to  your  incident  report  when  submitting  it 

"'  !Ji!fSL''^/'^H''-  ^^^^^f^PP^^t«^cide,  the  Medical  Examiner 
s^dd^S^^e^t^d.'  '°*^  "  "^  ^'  ^^  ^^-^  ^^  -^^  the 

D.  LEAVING  THE  SCENE 

1.   WHEN,  ^ou  may  leave  the  scene  of  a  death  case  prior  to  the  Medical 
Exammei^s  arnval  only  when  all  of  the  following  conditioL^rpfesent: 

"  I^ddtf  ^^  —  'PP'^  *°  ^^^^  ^^  ^^^  by  homidde,  suidde  or 

b.   The  Medical  Examiner  will  be  delayed  more  than  30  minutes. 

c   There  is  no  reason  to  remain  at  the  scenp  rp  o-    a  t...!,*,-      • 

take  responsibihty  for  the  deceL^)  ^   ^'^  '  ''^"'^^'  ^'  ^^^^  *° 

d.  Authorization  is  received  from  a  superior  officer. 
'  aTy"Te^c^iS>r^:^%-^^^  --semen,  to  obtain 
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E.  DEATH  NOTmCATION.  Officers  are  not  responsible  for  death  notifications; 
this  is  the  responsibility  of  the  Medical  Examiner's  Office. 

F.  SUICroE  CASES.  The  responsibility  for  investigating  cases  of  suicide  rests 
with  the  Medical  Examiner.  After  completing  an  incident  report  of  a  suicide 
forward  a  copy  to  the  Psychiatric  Uaison  Unit.  Also  refer  individuals  that 
may  need  subsequent  counseling  to  the  Psychiatric  Uaison  Unit. 

G.  HOMICIDE  CASES 

1.  INVESTIGATIVE  PROCEDURES/NOnnCATlON.  At  the  scene  of  an  obvious 
homicide,  immediately  take  the  following  steps: 

a.  Protect  the  crime  scene,  disturb  nothing,  and  touch  nothing!   Do  not 
search  the  body. 

b.  Initiate  a  Crime  Scene  Log  (SFPD  28).  See  DGO  6.01,  Crime  Scene  Log. 
c    Notify  your  field  supervisor. 

_d  Make  the  following  notifications: 

^^^  Ce^t)^^  ^^'^°''  ^^^^  business  hours,  contact  the  Operations 

(2)  Crime  Scene  Investigations  Unit  (after  business  hours,  contact  the 
Operations  Center). 

(3)  Medical  Examiner's  Office  (after  business  hours,  contact  the 
Operations  Center). 

(4)  Photo  Lab. 

2.   PROTECmc  THE  CRIME  SCENE.  In  all  cases  of  homicide,  secure  the  crime 
scene  and  preverit  anyone  from  entering  except  for  necess^  emer^^ 
personnel  and  the  following  members  of  the  investigating^^^     ^ 

•  Homidde  Inspectors.  .    Members  of  the  ^hoto  lab. 

•  Members  of  the  Crime  Lab.  .    Tlie  Medical  Examiner  or  Deputy. 
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3.  EVIDENCE  (see  DGO  6.02,  Physical  Evidence).  Never  touch  a  weapon  or 
other  potential  evidence  unless  its  loss  or  destruction  is  likely.   Under  no 
circumstances  attempt  to  unload  a  firearm.   If  anything  must  be  moved 
carefully  note  the  position  of  the  item  in  reference  to  the  ciime  scene. 

4.  WITNESSES  AND  STATEMENTS.  Record  the  names  and  addresses  of  persons 
present,  or  persons  who  may  have  knowledge  of  the  incident    Detain 
anyone  whose  actions,  conduct,  statement,  declaration  or  testimonv  mav 
m  any  way  be  relevant  to  the  investigation  of  the  case,  but  do  not 
mterview  or  "Mirandize"  known  or  possible  suspects.  If  a  suspect  is  at  the 
scene,  remove  him/her  from  the  immediate  area  as  soon  as  possible. 

^'  ^1^^3■''''^  ^  ''?^-  ^^"^  ^'  "^^  ^'^^  ^til  the  body  is  removed 
by  the  Medical  Exammer  and  you  are  released  by  the  Homicide  Inspector. 

H.  DYING  DECLARATIONS 

1.  WHEN.  If  a  victun  may  die  before  the  Homidde  Inspector  has  a  chance  to 
mterview  him/her,  try  to  get  a  dying  declaration.  •  '^^^ce  to 

2.  vmNESSES/FORMAT.   Attempt  to  locate  a  witness(es).  Write  the  victim's 
statement  on  a  statement  form,  read  it  to  the  victim  for  verificatSn^d  if 
possible,  have  both  the  victim  and  witness(es)  sign  it    T^e Td^atioT 
must  be  in  the  foUowing  format:  ^        ine  declaration 

a.  That  the  dedaration  is  made  under  a  sense  of  impending  death. 

b.  That  the  victim  beUeves  he/she  is  about  to  die. 

''   Z^'i^^:^  ""'  ^'*"^  ""^  ^^^^  ^^  ^^«  ^'  the  person  causing 

d  The  cause  of  circumstances  that  led  thereto. 

e.   The  name,  age,  nativity,  residence  and  occupation  of  the  injured  party. 


San  Fnndsco  Police  Department  6  06 

GENERAL   ORDER Rev.  07/10/96 

TARASOFF  INCIDENTS 

The  purpose  of  this  order  is  to  set  procedures  for  investigating  and  reporting  threats 
conununicated  to  a  psychotherapist,  commonly  referred  to  as  Tarasoff  incidents. 

I.   GUIDELINES 

A.  DETO^ON  OF  A  TARASOFF  INCIDENT.  A  Tarasoff  incident  is  one  in 
which  a  person  has  communicated  to  a  psychotherapist  a  serious  threat  of 
ptiysical  violence  against  a  reasonably  identifiable  victim. 

B.  RELEVANT  CODES 

'•  ^SXl^:^'™^-  "^"^  ""'  »'  *«  ^^^-  <:->«  defines  a 

'■  ^?S£^*f' '  °'  "  '^^  '*'"'"  **  P^"^'  reasonably  beUeves  to  be  a 

b.  A  licensed  psychologist. 

c    A  licensed  clinical  sodal  worker. 

"  s1.^n"^4fra°'°^''  '^^^  ^-^'^  ^'^^  '°  provide 
e.   A  licensed  marriage,  family,  or  child  counselor. 
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2. 


3. 


aviL  LIABILITY.   Section  43.92  of  the  Qvil  Code  exempts  psychotherapists 
from  dvil  liability  if  they  do  the  following: 

a.  Make  reasonable  efforts  to  notify  the  victim  or  victims,  and 

b.  Make  a  police  report,  relating  complete  information  regarding  the 
threats  and  the  success  or  failure  of  efforts  to  notify  the  victim(s). 

POSSESSION  OF  FIREARM  OR  DEADLY  WEAPON.  Section  8100  (b)  (1)  of  the 

Welfare  and  Institutions  Code  prohibits  persons,  who  have 
communicated  a  tiiird-party  threat  to  a  psychotherapist,  from  purchasing 
^^^J^V.^'T?  ^^f^u'  *?  ^y  ^^^  °'  °*^  deadly  weapons  for  si^c 
f^^^u  ^^*^  "^^^  °^  ^  ^^^  ^^°"  8105  (c)  of  the  Welfkre  and 

^r^^^h^-^'^VT^^  ^^  ^  "'^^  psychotherapist  immediately 
report  the  identity  of  persons  subject  to  this  prohibition. 

n.  poucY 

It  is  the  policy  of  the  San  Francisco  Police  Departinent  that  in  incidents 

m.    PROCEDURES 

A.  ASSIGNMENT.   Communications  shall  assign  calls  of  Tarac^ff  4t,^-^z.«^  * 
to  speaa^  cu-cumstances,  the  Communicaaons  Ly  notifv  the^D^»?^. 

B.  INCIDENT  REPORT.  When  p^^g  ^  ^„,  ,„„„„  ^^  procedures: 
1.  TITLE.  Title  the  report  Tarasoff  Threats" 

wnether  the  mtended  victim  was  notified  of  tiie  threat. 
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3.  SUSPECT  INFORMATION.  In  order  for  the  Psychiatric  Uaisor\  Unit  to  make 
the  required  notifications  to  the  Department  of  Justice  -  which  is  required 
in  8105(c)  of  the  Welfare  and  Institutions  Code  -  include  the  suspect's 
name  (including  any  alias),  sex,  race,  DOB  or  approximate  age,  height, 
weight,  hair  and  eye  color.  Social  Security  number,  driver  license  number 
Also  mdude  the  suspect's  mailing  address  and  date  the  threat  was 
reported. 

4.  ASSIGNMENT.  Assign  the  report  to  5G200  (General  Work  Section)  with 
copies  to  the  Psychiatric  Liaison  Unit. 

^  tS^^?t^^'  ^JTrJ^""^  ^y  questions,  call  officers  at  the  Psychiatric  Uaison 
Umt  (PLU),  at  206-8099  (Monday  -  Friday  0900-1700  hrs.).  Duriag  non- 
busmess  hours,  contact  the  PLU  through  the  Operations  Center 


Referenrpt; 

Section  1010  Evidence  Code 

Section  43.92  Civil  Code 

Welfare  &  Institutions  Code  Sections  8100  (b)  (1),  8105  (c),  8102 

Welfare  &  Institutions  Code  Section  5150 

DGO  6.14,  Psychological  Evaluation  of  Adults 

DGO  7.02,  Psychological  Evaluation  of  Juveniles 

DGO  3.05,  Department  Weapon  Return  Panel 


San  Fnndsco  Police  Depaitment  6   07 

GENERAL   ORDER  07/27/94 

DOG  COMPLAINTS 

This  order  estabUshes  poUdes  regarding  the  Departmenf  s  responsibility  for 
handling  various  types  of  dog  complaints  and  includes  procedures  for  investigating 
and  processing  those  complaints. 

I.    POUCY 

A.  DUTIES  OF  PATROL  OFHCERS.  It  is  the  poUcy  of  the  San  Francisco  Police 
Department  that  district  station  patrol  officers  investigate  dog  bite  cases  and 
enforce  both  local  and  state  animal  control  laws. 

B.  DUTIES  OF  THE  SAN  FRANOSCO  DEPARTMENT  OF  ANIMAL  CARE 
AND  CONmOL.  The  Department  of  Animal  Care  and  Control  shall  be 
responsible  for  impounding  and  quarantine  of  animals,  investigating  animal 
cruelty  cases,  and  responding  in  emergencies  for  sick  or  injured  anin^. 

C  COMMISSION  OF  ANIMAL  CONTROL  AND  WELFARE  The  Chief  of 
Police  wiU  designate  one  supervisory  officer  assigned  to  the  Special 

^fL'r?'^  'S'°''  *°.n^'  °''  *'  Commission  of  Animal  Control  and 
Welfare.  The  officer  will  serve  as  the  Commission's  Hearing  Officer  and 
^ide  over  hearmgs  to  determine  actions  in  vicious  and  dSigerous  d^g 

II.  PROCEDURES 

makmg  a  private  person  arrest.  <-^uiaoii, 

2.   Issue  a  citation  to  the  owner  of  the  dog  (see  below). 
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B.  BITING  DOG.  A  biting  dog  is  defined  in  Section  41.  5.1  of  the  Health  Code  as 
...  any  dog  that  bites  any  person  or  animal  in  the  City  and  County  of  San 
Francisco,  provided,  however,  that  the  person  or  animal  bitten  was  not  at  the 
time  either  provoking  or  teasing  the  dog  without  cause.    When  a  person  has 
been  bitten  by  a  dog,  follow  these  procedures: 

1.  MEDICAL  TREATMENT/DPH  FORM.  Arrange  for  medical  treatment.  The 
treating  physician  is  required  by  law  to  complete  an  Animal  Bite  Report 
form  and  forward  it  to  the  Department  of  Public  Health.   If  the  victim 
refuses  treatment,  you  will  have  to  complete  the  form  which  is  available 
at  any  district  police  station,  San  Francisco  General  Hospital,  Department 
of  PubHc  Health,  101  Grove  St.,  Department  of  Animal  Care  and  Control, 
1200-15th  Street,  and  most  emergency  medical  facilities. 

2.  CITATION.  If  the  bite  was  unprovoked,  dte  the  owner  of  the  doe  [Health 
Code  Section  41.5.1  (a)  (i)]. 

3.  QUARANTINE  BY  OWNER.  Tell  the  owner  to  quarantine  the  dog  for  at  least 
10  days  and  to  immediately  notify  the  Department  of  Public  Health, 
Bureau  of  Epidemiology  and  Disease  Control  (554-2832)  if  the  dog  becomes 
sick,  dies  or  gets  lost. 

4.  EVIDENCE.   Have  photographs  taken  of  the  injuries,  and  book  any  clothing 
as  evidence.  ° 

5.  INCIDENT  REPORT/DPH  FORM.  Prepare  an  incident  report.  Forward  the 
Ammal  Bit  Report  and  a  copy  of  the  incident  report  to  the  Department  of 
Pubhc  Health,  Bureau  of  Epidemiology  and  Disease  Control,  101  Grove 
Street,  Room  402,  San  Francisco,  CA  941 OZ 
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6.    DvlMEDlATE  IMPOUND  AND  QUARANTINE.  Occasionally  it  is  necessary  to 
immediately  impound  and  quarantine  a  biting  dog.   Contact  the 
Department  of  Animal  Care  and  Control  through  Communications 
Division  (or  call  554-9400)  24  hours  a  day  and  have  the  dog  immediately 
impounded  when: 

•  The  dog  is  a  stray. 

•  The  dog  cannot  be  securely  confined  and  quarantined  by  the  owner. 

•  The  dog  poses  an  immediate  threat  to  public  health  and  safety  (e.g., 
the  dog  is  vicious  and  dangerous,  used  as  a  fighting  dog,  the  bite  is ' 
particularly  severe,  etc.). 

a.   Remain  at  the  scene  until  the  Deputy  Animal  Control  Officer  arrives 
and  impounds  the  dog. 

C  dTA-nON  PROCEDURES  (See  DGO  5.06,  Citation  Release). 

D.  OTHER  VIOLATIONS  (see  S.F.  Health  Code  Section  42).   Even  though  a  dog 
has  not  bitten  a  person  or  anotiier  animal,  you  have  the  autiiority  to 
immediately  impound  any  dog  that  is  vidous  and  presents  a  threat  to  pubHc 
aSk^l^    ^  ^  ^^^^^  "^  ^  ^^"^  *°  determine  the  disposition  of  the 

E.  ^CE  AND  QUESTIONS.   If  you  require  any  additional  information  or 
need  clarification  on  animal  control  ordinances  or  medical  procedures  for 

C^n  *^ilt1^^  ^''^,''  1°''*^'^  ^^  Department  of  Animal  Care  and 
Conti-ol,  1200-15th  Sti-eet,  telephone  554-9400  (24  hours). 


References 

41.(1)  Healtia  Code 
41.12.(d)  Health  Code 
42-42.7,  Health  Code, 
41.12.(e)  Health  Code 
41.5.1  (a)  (i)  Health  Code 
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GENERAL   ORDER  07/27/94 

AGGRESSIVE  SOUCITING 

The  purpose  of  this  order  is  to  outline  the  procedures  for  enforcing  Section  120-1  of 
the  Municipal  Police  Code  which  outlaws  certain  types  of  conduct  while  soliciting 
persons. 

I.  INTRODUCTION/ GUIDELINES 

A.  Recently,  the  voters  of  the  City  and  County  of  San  Francisco  approved  an 
amendment  (Section  120-1)  to  the  Municipal  Police  Code  that  prohibits 
aggressive  soliciting. 

B.  Section  120-1  MFC  does  not  specifically  prohibit  begging  or  soliciting;  it 
prohibits  harassing  or  hounding  a  citizen  for  money  or  other  thing  of  value 
after  the  citizen  expressly  or  impUedly  makes  it  known  that  he/she  does  not 
want  to  give  money  or  other  thing  of  value  to  the  solicitor  . 

C  HARASSMENT  OR  "HOUNDING"  DEFINED.   For  the  purpose  of  this 
ordinance,  harassment  or  hounding  occurs  when  the  suspect: 

1.  Closely  follows  a  citizen,  and 

2.  Requests  money  or  other  item  of  value  after  the  citizen  has  expressly  or 
impliedly  made  it  known  that  he/she  does  not  wish  to  give  money  or 
other  item  of  value  to  the  solicitor. 

D.  JURISDICTION.  The  prohibition  against  aggressive  solicitation  appUes 
within  the  City  and  County  of  San  Francisco  on  streets,  sidewalks,  or  other 
pla^s  open  to  the  public  (whether  pubUcly  or  privately  owned),  including 
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n.  POLICY 


A.  ENFORCEMENT  PRIORITY.  Enforcement  of  Section  120-1 MPC  is  a 
responsibility  for  the  Department;  however,  officers  are  reminded  Uut  their 
primary  enforcement  objective  is  preventing  and  suppressing  serious  crime. 

B.  PRIVATE  PERSON  ARRESTS.  Officers  making  arrests  for  violation  of 
Section  120-l(b)  MPC  shall  comply  with  Department  poUcy  regarding  private 
person  arrests  (see  DGO  5.04,  Arrests  by  Private  Persons).  As  with  aU  public 
offenses,  private  persons  may  make  arrests  for  violations  of  the  ordinance. 

C  INFRACTION  VS  MISDEMEANOR.  Although  the  decision  to  file  a 

complaint  as  a  misdemeanor  or  infraction  rests  with  tiie  District  Attomev  it 
IS  the  poUcy  of  the  Department  that  officers  cite  or  book  violators  for  the 
misdemeanor  violation  and  complete  an  incident  report 

in.    PROCEDURES 

A.  INVESTIGATION.   The  following  factors  should  be  considered  when 

encountering  an  aggressive  soUdtation.   The  information  must  be  included 

Tel^Zfl^^'  'Tvf*'  ^^  ""'"^  ^^  ^^P^*^^  ^°^ds  noted  vZ^Z^ 
reported  to  or  heard  by  you,  and  with  gestures  described  in  detail. 

1.    How  closely  did  ttie  suspect  follow  tiie  victim?  The  law  states  "closely 

^Z"C   r.^"^  "°'  'P'?y  '  ^*^  ^*^^'  however,  fo?ov5£g  ^ 
witiun  six  feet  can  reasonably  be  considered  to  be  close.  Even  wSh 
distances  greater  than  6  feet,  aggravating  circumstances  may  be^^sent  to 

^^'JT^'''"  7f^  ''''  ''"^*^-  ^°^  ^«P°^  ^^t  in  all^c^es  n^  the 
estunated  closest  distance  between  the  suspect  and  victim. 

Z    How  was  the  solicitation  communicated,  e.g.,  verbal,  an  open  hand,  a  cup? 
'    d'^^^yrnlyrp'J^^^t^^^^^  Didthesuspect 

"   o"r7tiiti'tl^g1,tvXr^^^^^ 

impHed  when' the  citizen  co:Z!s^'^lZ'^^,^^^J^^^^         or 
or  uses  gestures,  e.g.,  shaking  head,  ^^^^vinlZT^^e^l^]  ^.t"'"'  ^'"'^ 
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5.    Was  there  a  size  or  age  difference  between  the  suspect  and  victim 

suggesting  intimidation?  Was  the  victim  afraid?  Did  the  suspect  have  a 
weapon  in  his/her  possession  or  did  he/she  engage  in  other  criminal 
conduct?   Any  case  involving  a  threat  of  bodily  injury  or  offensive 
touching  of  the  victim  should  be  reviewed  by  a  supervisor  to  determine  if 
a  more  serious  offense  has  occurred,  e.g.  664/211  P.C. 

B.  ENFORCEMENT/INCIDENT  REPORT 

1.  PRIVATE  PERSON  ARRESTS.  If  the  incident  did  not  occur  in  your  presence, 
offer  the  victim  an  opportunity  to  make  a  Private  Person  Arrest.   Also 
give  the  victim  a  statement  form  and  have  him/her  complete  it  if 
possible.  After  ensuring  that  the  elements  exist,  cite  or  book  the  suspect 
according  to  Department  policy. 

2.  ON-VIEW  ARRESTS.  Generally,  enforcement  of  this  ordinance  will  be  in 
response  to  a  private  person  arrest;  however,  you  may  also  witaess 
violations  of  the  ordinance,  but  the  victim(s)  may  walk  away  or  feel  too 
intimidated  to  make  a  "Private  Person  Arrest."  If  you  witness  all  the 
elements  of  the  violation,  i.e.,  overhear  or  observe  the  solicitation  and 
rejection,  and  witness  the  hounding  or  harassing,  arrest  the  suspect  and 
attempt  to  get  the  name  and  address  of  the  victim.  If  this  is  not  possible  at 
least  describe  the  victim  (race,  sex,  age,  clothing,  etc.)  in  the  narrative  of' 
your  inadent  report  and  include  the  details  of  the  violation. 

3.  WITNESSES.  Whetiier  enforcing  the  ordinance  in  response  to  a  Private 
Person  Arrest  or  an  on-view  arrest,  always  attempt  to  locate  any  witness 
and  mdude  his/her  names,  address  and  telephone  number  in  vour 
mddent  report 

4.  INCIDENT  REPORT.  Titie  youT  report  "AGGRESSIVE  SOUCTIING." 
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GENERAL   ORDER Rev.  06/21/95 

DOMESTIC  VIOLENCE 

This  order  establishes  Department  policies  regarding  domestic  violence  cases,  and 
outlines  procedures  for  investigating,  processing,  and  enforcing  court  orders. 

I.   DEFINITIONS 

A.  DOMESTIC  VIOLENCE.  Domestic  violence  is  abuse  committed  against  an 
adult  or  a  fully  emancipated  minor  who  is  a  sjx>use,  former  spouse, 
cohabitant,  former  cohabitant,  or  a  person  with  whom  the  suspect  has  had  a 
child,  or  is  having  or  has  had  a  dating  or  engagement  relationship.  Also 
included  are  boyfriend-girlfriend  as  well  as  gay  and  lesbian  relationships. 

B.  COHABITANT.  Cohabitants  are  two  uiurelated  persons  living  together  for  a 
substantial  period  resulting  in  some  permanency  of  relationship.  Factors  to 
consider  in  determining  cohabitation  include  (among  others): 

•  Sexual  relations  by  persons  who  live  together. 

•  Sharing  of  expenses  or  income. 

•  Joint  use/ownership  of  property. 

•  Whether  parties  hold  themselves  out  as  husband  and  wife. 

•  Continuity  of  the  relationship. 

•  Length  of  the  relationship. 

C  ABUSE.  Intentionally  or  recklessly  causing  or  attempting  to  cause  bodily 
mjury,  or  placing  another  person  in  reasonable  apprehension  of  imminent 
senous  bodily  injury  to  himself  or  herself,  or  another.   Abuse  also  includes 
threats  as  well  as  criminal  activity. 

n.  poucY 

A.  It  is  the  policy  of  the  San  Francisco  PoUce  Department  that  officers  treat  all 
acts  of  domestic  violence  as  criminal  conduct  When  the  elements  of  a  crime 
exist,  officers  shaU  make  an  arrest  instead  of  using  dispute  mediation  or  other 
police  intervention  techiuques. 
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B.  Officers  shall  not  allow  any  of  the  following  factors  to  influence  their 
course  of  action  in  domestic  violence  incidents: 

1.  The  marital  status  of  the  suspect  and  the  victim. 

2.  Whether  or  not  the  suspect  lives  on  the  premises  with  the  victim. 

3.  The  existence  or  lack  of  a  restraining  order  or  stay  aw^ay  order. 

4.  The  potential  financial  consequences  of  arrest 

5.  The  victim's  history  of  complaints. 

6.  Verbal  assurances  that  the  violence  will  cease. 

7.  The  victim's  emotional  status. 

8.  Whether  or  not  injuries  are  visible. 

9.  The  location  of  the  incident  (i.e.,  public  or  private). 

10.   Speculation  that  the  victim  may  not  follow  through  with  the  prosecution, 
or  that  the  arrest  may  not  lead  to  a  conviction. 

IL  The  victim's  initial  reluctance  regarding  an  officer-initiated  arrest 

12.  The  fact  that  the  victim  and  suspect  are  of  the  same  gender. 

m.    PROCEDURES 

A.  FELONY  ARRESTS.   Whenever  you  have  reasonable  cause  to  beUeve  a 

S?rri.^.?S'S^n  f^^  ^  ^^''  ^  ^^^  ^  ^^^  ^  D°°^«stic  Violence 
Referral  Card  (SFPD  142).   Domestic  violence  crimes  involving  same  sex 
partners  shall  be  charged  under  Penal  Code  Section  273.5.  Also  tell  the  victim 

I^fll?"^  ^^^  ^""'t  ^"^^^^  ^  "^  ^^^^^^  d^y  *°  ^^e  a  written 
statement  and  to  have  photographs  taken  of  any  injuries. 
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MISDEMEANOR  ARRESTS.  Make  an  arrest  whenever  you  have  reasonable 
cause  to  believe  a  misdemeanor  has  occurred  in  your  presence.   When  a 
misdemeanor  has  occurred,  but  not  in  your  presence,  tell  the  victim 
(preferably  in  private)  that  she/he  may  make  a  private  person's  arrest  (see 
Penal  Code  Section  836  (b)  and  DGO  5.04,  Arrests  by  Private  Persons).  After 
making  the  arrest,  give  the  victim  a  Domestic  Violence  Referral  Card  and  tell 
her/him  to  go  to  the  General  Work  Section  within  3  business  days. 

1.  WARRANTLESS  ARREST  WITHOUT  PRIVATE  PERSON  ARREST  FOR  VIOLATION  OF 
A  PROTECTIVE  ORDER.  Penal  Code  Section  836  (c)(1)  states:  "When  a  peace 
officer  is  responding  to  a  call  alleging  a  violation  of  a  protective  order 
issued  under  Section  2035,  2045,  5530,  5550,  5650,  7710,  7720,  or  7750  of  the 
Family  Code  or  Section  136.2  of  this  code,  and  the  peace  officer  has 
reasonable  cause  to  believe  that  the  person  against  whom  the  order  is 
issued  has  notice  of  the  order,  the  officer  may  arrest  the  person  vnthout  a 
warrant  and  take  that  person  into  custody  whether  or  not  the  violation 
occurred    in  the  presence  of  the  arresting  officer.    The  officer  shall,  as  soon 
as  possible  after  the  arrest,  confirm  xoith  the  appropriate  authorities  that  a 
true  copy  of  the  protective  order  has  been  filed,  unless  the  victim  provides 
the  officer  with  a  copy  of  the  protective  order.  " 

2.  BOOKING  VS  CITATION  AND  RELEASE.   After  the  arrest,  evaluate  the 
Ukelihood  of  a  continuing  offense  by  considering  the  suspect's  history  of 
violence,  the  victim's  fear  of  retaliation,  and  any  violation  of  a  protective 
court  order.  Book  or  dte  the  suspect  according  to  the  provisions  of  DGO 
5.06,  Citation  Release. 

REPORTING  INCIDENTS.  Penal  Code  Section  13730  (a)  states:  "All  domestic 
violence-related  calls  for  assistance  [involving  a  crime]  shall  be  supported 
with  a  written  incident  report,  as  described    in  subdivision  (c),  identifying  the 
domestic  vwlence  incident."     Always  investigate  and  make  an  incident 
report  of  any  crime  involving  domestic  violence,  including  any  court  order 
violation  or  threat,  even  if  the  suspect  is  not  at  the  scene.  Give  the  victim  the 
case  number  and  instructions  for  the  follow-up  investigation. 

1.   If  a  crime  has  not  occurred,  members  shall  document  the  details  of  the  call 
m  the  MVT  and  provide  the  complainant  with  the  CAD  (complaint) 
niunber.  ^ 


DGO  6.09 
Rev.  06/21/95 

D.  CONFISCATESTG  WEAPONS.  Penal  Ccxie  Section  12028.5  states:  "...  [A]  peace 
officer  who  is  at  the  scene  of  a  family  violence  incident  involving  a  threat  to 
human  life  or  a  physical  assault  may  take  temporary  custody  of  any  firearm  or 
other  deadly  weapon  in  plain  sight  or  discovered  pursuant  to  a  consensual 
search  as  necessary  for  the  protection  of  the  peace  officer  or  other  persons 
present."     When  confiscating  a  weapon,  give  the  owner  or  person  in 
possession  of  the  weapon  a  property  receipt  and  tell  him/her  to  contact  the 
General  Work  Section  concerrung  its  return. 

E  COURT  PROTECnVE  ORDERS.  Court  protective  orders  are  issued  by  a  dvil 
or  criminal  court  and  may  prohibit  an  individual  from  contacting,  harassing 
or  molesting  the  applicant  Some  orders  may  determine  temporary  custody 
or  tenancy.  Read  all  court  orders  carefully  to  determine  their  specific  terms. 
All  types  of  orders  are  valid  throughout  California,  and  violation  of  any  term 
of  a  court  protective  order  is  a  misdemeanor;  however,  a  person  violating  a 
protective  court  order  involving  domestic  violence  is  ineligible  for  citation 
release  (see  Penal  Code  Section  853.6  and  DGO  5.06,  Qtation  Release).  The 
following  are  types  of  orders: 

1.   RESTRAINING  ORDERS.  A  restraining  order  is  the  most  common  court 
protective  order.  It  is  issued  by  the  Superior  Court,  Qvil  E>ivision  and 
may  address  a  vnde  variety  of  domestic  issues,  e.g.,  dependency,  protection 
of  adults  and  children. 

a.  VERIFICATION.  If  a  complainant  teUs  you  that  a  restraining  order  has 
been  issued,  verify  its  existence  and  proof  of  service.  An  order  is 
verified  when  the  complaiiiant  shows  a  copy  beauing  the  file  stamps  of 
the  court,  or  when  the  order  is  on  file  with  the  Department  To 
determine  whether  the  Department  has  the  restraining  order  on  file, 
nm  a  "10-29  Person"  on  the  alleged  violator  in  CABLE.   After 
verification,  call  the  Identification  Section  to  determine  the  specific 
terms  of  the  order. 

b.  PROOF  OF  SERVICE  OR  NOTIHCATION.  After  verifying  the  order,  you 
must  also  have  proof  that  the  suspect  was  either  served  the  order  or  is 
aware  of  its  terms  before  arresting  the  violator.  Any  one  of  the 
following  constitutes  proof  of  service  or  notification: 

(1)  Complainant  shows  a  copy  of  the  proof  of  service. 
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(2)  Proof  of  service  is  on  file  with  the  Department  ("10-29"  Person). 

(3)  The  order  indicates  the  suspect  was  present  in  court  when  it  was 
issued. 

(4)  An  officer  previously  notified  the  suspect  of  the  existence  of  the 
restraining  order  and  explained  the  terms,  or  an  officer  served  the 
restraining  order  on  the  suspect. 

c    NOTinCATION/SERVICE  BY  OHFICER  (see  DGO  3.14,  Civil  Legal  Process). 
If  you  have  confirmed  that  the  restraining  order  exists,  but  cannot 
verify  proof  Of  service,  proof  of  notice,  or  proof  that  the  susp)ect  was  in 
court  and  informed  of  the  order,  notify  the  suspect  of  the  restraining 
order  and  describe  its  terms.  If  you  have  a  copy  of  the  restrairiing  order, 
and  it  is  practical  to  do  so,  serve  it  on  the  suspect.  In  either  case,  warn 
the  suspect  that  failure  to  comply  with  the  terms  of  the  restraining 
order  will  result  in  his/her  arrest.  Also  contact  the  Identification 
Section,  giving  your  n<une,  star  number,  case  number  and  the  date  and 
time  of  notification  or  service. 

(1)  Document  the  notification  or  service  by  making  an  incident  report. 
Title  the  report  "Restraining  Order  Notification"  or  "Service  of 
Restraining  Order,"  as  appropriate.  Give  the  complainant  a 
Domestic  Violence  Referral  Card  along  with  the  case  number,  and 
teU  her/him  to  show  the  form  to  any  officer  who  may  later  respond. 

(2)  Lieutenants  shall  maintain  a  separate  file  of  all  copies  of 
"Restraining  Order  Notification"  or  "Service  of  Restraiiiing  Order" 
incident  reports  in  the  business  office  of  the  station  for  at  least  48 
hours. 

d.   NO  VERIHCATION  AND/OR  PROOF  OF  SERVICE.  If  a  victim  does  not  have 
a  copy  of  the  restraining  order  and  you  are  unable  to  verify  its  existence 
and  proof  of  service  (e.g.,  due  to  a  computer  malfunction),  tell  the 
complainant  that  she/he  may  make  a  private  person's  arrest  if  grounds 
exist  Even  if  no  arrest  is  made,  or  the  suspect  is  released,  write  an 
incident  report.   Give  tiie  complainant  a  Domestic  Violence  Referral 
Card  and  teU  her/him  to  contact  the  General  Work  Section  within  3 
business  days. 
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e.    ARRESTS  AND  REPORTS.  After  making  an  arrest  for  violation  of  a 
restraining  order,  charge  the  suspect  with  Penal  Code  Section  273.6. 
Include  in  your  incident  report  the  specific  terms  of  the  restraining 
order  that  were  violated.  Also  identify  the  court,  the  date  the  order  was 
issued,  and  the  date  the  order  expires.  If  you  have  a  copy  of  the 
restraiiung  order,  book  it  as  evidence. 

(1)  Penal  Code  Section  273.6  (c)  states:  "A  second  or  subsequent 

conviction  for  a  violation  of  an  order  described  in  subdivision  (a) 
occurring  within  seven  years  of  a  prior  conviction  for  a  violation  of 
the  order  and  involving  an  act  of  violence  or  "a  credible  threat"  of 
violence  as  defined  in  subdivision  (c)  of  Section  139  is  punishable  by 
imprisonment  in  a  county  jail  not  to  exceed  one  year,  or  in  the  state 
prison  for  16  months  or  two  or  three  years." 

STAY  AWAY  ORDERS.   Issued  by  a  judge  in  a  criminal  case  where 
probable  victim  intimidation  exists,  a  stay  away  order  does  not  require 
proof  of  service.  The  order  is  valid  for  the  dviration  of  the  court's 
jurisdiction  over  the  suspect,  including  probation. 

a.  VERIFICATION.  When  a  complainant  claims  that  a  stay  away  order  was 
issued,  ask  her/him  for  a  copy.  Query  the  Coiut  Management  System 
(CMS)  to  verify  that  the  suspect  is  still  imder  the  cotu^s  jurisdiction. 
All  queries  involving  stay  away  orders  must  be  made  through  CMS; 
the  Identification  Section  does  not  maintain  records  on  these  orders. 

b.  ARRESTS  AND  REPORTS.  After  making  an  arrest  for  violation  of  a  stay 
away  order,  charge  the  suspect  with  Penal  Code  Section  166  (a).  Include 
in  yotir  incident  report  the  specific  terms  of  the  order  that  were 
violated.  Also  identify  the  court,  the  date  the  order  was  issued,  and  the 
date  the  order  expires.  If  you  have  a  copy  of  the  order,  book  it  as 
evidence.   Give  the  victim  the  case  number  for  the  follow-up 
investigation.  (Refer  to  166(a)  P.C,  136.1  P.C.,  136.2(f)  P.C.) 

(1)  Penal  Code  Section  166  (C)(4)  states:  "A  second  or  subsequent 
conviction  for  a  violation  of  any  order  described  in  paragraph  (1) 
occurring  within  seven  years  of  a  prior  conviction  for  a  violation  of 
any  of  those  orders  and  involving  an  act  of  violence  or  "a  credible 
threat"  of  violence,  as  provided  in  subdivisions  (c)  and  (d)  of 
Section  139,  is  punishable  by  imprisonment  in  a  county  jail  not  to 
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exceed  one  year,  or  in  the  state  prison  for  16  months  or  two  or  three 
years." 

c    UNABLE  TO  VERIFY.  If  the  victim  does  not  have  a  copy  of  the  stay  away 
order,  and  you  are  unable  to  confirm  it  with  CMS,  tell  the  victim  that 
he/she  may  make  a  private  person's  arrest  if  grounds  exist.   Even  if  an 
arrest  is  not  made,  complete  an  incident  report,  give  the  victim  a 
Domestic  Violence  Referral  Card,  and  tell  her/him  to  contact  the 
General  Work  Section. 

3.   EMERGENCY  PROTECTIVE  ORDERS.  Emergency  Protective  Orders  (EPO) 
are  a  type  of  Covirt  Protective  Order  that  officers  may  secure  at  any  time  of 
day  or  night,  either  on  business  days  or  weekends  in  order  to  protect 
victims  of  domestic  violence.  They  are  in  effect  for  five  (5)  court  days,  and 
up  to  seven  (7)  calendar  days.  An  EPO  can  only  be  issued  by  an  on-call 
Superior  Court  judge  when: 

•  Reasonable  grounds  have  been  asserted  that  an  immediate  and 
present  danger  of  domestic  violence  or  child  abuse  exists;  and 

•  An  EPO  is  necessary  to  prevent  the  occurrence  or  recurrence  of 
domestic  violence  or  child  abuse. 

a.   EPO  PROCEDURES.  If  you  believe  an  adult  or  child  is  in  immediate 

danger  of  domestic  violence  or  child  abuse,  attempt  to  secxire  an  EPO  by 
doing  the  following: 

(1)  EPO  FORM.  Complete  an  Application  for  Emergency  Protective  Order 
(EPO  form)  as  follows: 

(a)  Fill  out  the  top  portion  of  the  form,  writing  in  the  names  of  the 
protected  party  arui  the  restraiiied  subject,  including  a 
description  of  the  restrained  subject  Briefly  describe  the 
circumstances  and  include  facts,  e.g.,  the  susp>ect  is  being  arrested 
for  a  charge  related  to  domestic  violence  and  has  threatened  to 
harm  the  victim  upon  his/her  release,  the  suspect  has  a  history 
of  domestic  violence  and  is  threatening  the  victim  or  her/his 
family. 
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(2)  CONTACTING  THE  ON-CALL  SUPERIOR  COURT  JUDGE.   After  obtaining 
approval  from  your  supervisor,  contact  the  on-caD  Superior  Court 
judge  (see  current  Department  Bvdletins  for  telephone  number  and 
procedures).   You  must  ask  for  the  on-call  Superior  Court  judge,  not 
the  Municipal  Court  judge;  only  the  Superior  Court  can  approve  the 
EPO.   When  describing  the  circumstances,  confirm  the  expiration 
date  and  time  with  the  judge  and  enter  it  on  the  form. 

(3)  NOTIFICATION  AND  SERVICE.  As  with  a  restraining  order,  an  EPO 
requires  iiotification  and  service  to  the  subject  before  enforcement 
of  a  violation  can  occur.  Therefore,  after  securing  an  EPO,  attempt 
to  serve  the  suspect. 

(a)  SERVICE.  When  serving  the  EPO,  complete  the  proof  of  service 
section  and  give  the  protected  party  eind  the  restrained  party  a 
copy.  Leave  a  copy  at  your  station  on  the  EPO  clipboard  and  send 
the  origiiial  to  the  Legal  Division.   Describe  the  notification  and 
service  in  your  incident  report,  and  attach  a  photocopy  of  the 
EPO. 

(b)  UNABLE  TO  SERVE.  If  the  Subject  is  gone  in  a  domestic  violence 
incident,  proceed  to  obtain  an  EPO.  And  even  though  you  are 
unable  to  locate  and  serve  the  subject,  give  the  protected  party  a 
copy  of  the  order.  Advise  tiie  victim  regarding  security  issues 
and  refer  her/him  to  a  shelter  if  necessary.  If  you  have  not 
served  the  EPO  by  the  end  of  your  watch,  give  the  completed 
EPO  to  the  lieutenant  so  that  he/she  can  assign  it  to  another 
officer  for  service. 

(4)  LIEUTENANTS'  DUTIES.  Maintain  a  file  of  all  tmserved  EPO's  and 
notify  the  oncoming  lieutenant  of  any  imserved  order.   The 
lieutenant  on  each  shift  is  responsible  for  attempting  to  have  EPO's 
served.  The  lieutenant  shall  also  maintain  copies  of  served  EPO's  in 
tile  station  business  office  until  the  order  has  expired.  Forward  all 
expired  served  and  unserved  EPO's  to  the  General  Work  Sectioru 
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(5)  ARRESTS  AND  REPORTS.  Before  arresting  a  suspject  for  violating  an 
EPO,  verify  the  order,  expiration  date,  and  proof  of  notification  by 
■checking  with  the  protected  party  or  by  checking  the  station  copy  of 
the  order.  Arrest  the  suspect  under  Penal  Code  Section  273.6. 
Include  in  your  incident  report  the  specific  terms  of  the  emergency 
protective  order  that  were  violated.   Also  identify  the  court,  the  date 
the  order  was  issued,  and  the  date  the  order  expires.  If  p)Ossible, 
attach  a  photocopy  of  the  EPO  to  your  incident  report. 

(a)     Perial  Code  Section  273.6  (c)  states:  "  A  second  or  subsequent 
conviction  for  a  violation  of  an  order  described  in  subdivision 
(a)  occurring  within  seven  years  of  a  prior  conviction  for  a 
violation  of  the  order  and  involving  an  act  of  violence  or  "a 
credible  threat"  of  violence  as  defined  in  subdivision  (c)  of 
Section  139  is  punishable  by  imprisonment  in  a  county  jail  not 
to  exceed  one  year,  or  in  the  state  prison  for  16  months  or  two 
or  three  years." 

(6)  DEPARTMENT  BULLEIINS/DIRECnVES.  EPO  procedures  will 
continually  change;  therefore,  it  is  important  to  check  with  the  most 
current  Department  Bulletin  or  directive  for  current  procedures. 

F.  TENANCY 

1.  STANDBY.  If  requested  to  remove  a  person  from  a  premises  arid  it  is 
determined  that  the  person  has  no  lawful  right  to  occupy  it,  tell  the  person 
to  leave.   Remain  until  the  person  removes  a  reasonable  amount  of 
f>ersonal  belongings. 

2.  ARREST.  If  the  person  refuses  to  leave,  tell  the  complainant  (preferably  in 
private)  that  the  person  is  violating  the  law  and  the  complainant  may 
make  a  private  person's  arrest. 

G.  SHELTER.  If  you  determine  that  a  need  exists,  offer  to  arrange  transportation 
of  the  victim  to  a  shelter.  Advise  the  victim  of  this  option  out  of  the  presence 
of  the  suspect.  Never  teU  the  suspect  the  name  or  location  of  the  shelter  as 
this  could  endanger  the  victim  or  the  shelter  staff. 
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H.  INJURIES,  INCIDENT  REPORT,  NOTOTCATIONS 

1.  TREATMENT/E)OCUMENTATI0N.  If  a  victim  has  been  injured,  always  arrange 
for  medical  treatment,  even  if  the  injury  is  not  visible.   Be  sure  to  fully 
desCTibe  the  injury  and  any  medical  treatment  in  your  incident  report. 
This  type  of  documentation  is  extremely  iniportant  to  support  the 
criminal  charges. 

2.  INCIDENT  REPORT.  When  completing  your  incident  report,  check  the  box 
marked  "Domestic  Violence."  Indicate  in  the  narrative  that  the  victim  was 
given  a  Domestic  Violence  Referral  Card  and  was  advised  on  follow-up 
procedures. 

3.  PHONE  NUMBER/ADDRESS.  If  the  victim  plans  to  leave  the  premises 
because  she/he  is  fearful  that  the  suspect  may  return  and  retaliate,  get  a 
phone  number  and  address  where  she/he  can  be  reached,  but  do  not 
include  it  in  the  incident  report.   Instead,  call  or  forward  this  information 
to  the  investigator. 

4.  MVT.  Code  the  call  in  the  MVT  as  follows:  "DV"  Domestic  Violence  or 
"DVW"  Domestic  Violence /Weapon  and  indicate  the  particular  weapon 
(fist,  feet,  etc.  are  considered  weap>ons). 

I.  BOOKING  FORM.  When  completing  the  booking  form,  the  station  keeper 
shall  type  "Domestic  Violence"  next  to  each  criminal  charge  (see  DGO  4.01, 
Booking  of  Prisoners). 
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San  Francisco  Police  Department  6.10 

GENERAL  ORDER  Rev.  09/13/99 


MISSING  PERSONS 

This  order  establishes  policy  concerning  accepting  reports  of  missing  persons,  outlines 
procedures  regarding  inquiries  and  the  preparation  of  incident  reports,  and  specifies  when 
immediate  searches  are  required. 

I.  POLICY 

Members  shall  immediately  make  an  incident  report  in  all  cases  where  a  concerned 
individual  reports  a  person  missing  (including  telephonic  reports),  regardless  of  the  residence 
address  or  location  of  the  reportee  or  missing  person,  the  time  reported,  the  age  of  the 
missing  person,  or  the  length  of  absence. 

II.  PROCEDURES 

A.  INQUIRIES.  Prior  to  preparing  an  incident  report,  check  with  County  Jail  #1, 
SFGH  and  the  Medical  Examiner's  Office  to  determine  if  any  of  these  facilities  have 
knowledge  of  the  person.  If  these  checks  are  negative,  prepare  an  incident  report  (see 
below).  Before  the  reportee  leaves,  tell  the  reportee  to  contact  local  hospitals  and 
immediately  notify  the  Department  if  the  person  is  located. 

B.  INCIDENT  REPORT 

1 .    INFORMATION.  When  preparing  an  incident  report,  include  the  following 
information: 

a.  Results  of  inquiries  made  to  other  departments. 

b.  Why  the  reportee  believes  the  person  is  missing. 

c.  Circumstances  surrounding  the  person's  disappearance. 

d.  Physical  description  e.g.,  age,  height,  weight,  eye  color,  hair  color  and  length 
scars,  tattoos,  physical  impairments. 

e.  Any  identifying  numbers  e.g.,  driver  license,  social  security,  SFNO,  CH  and  FBI. 

f     Verification  of  personal  information  through  DMV,  CABLE,  personal  papers  or 
school  records.  ' 
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g.   Whether  dental  or  skeletal  x-rays  of  the  missing  person  are  available  and  the 
name,  address  and  telephone  number  of  the  doctor  or  dentist. 

h.   Description  of  clothing  and  jewehy. 

i.     Psychological  or  physical  impairments. 

j.    Possible  destination  and  places  frequented. 

2.  REPORTS  BY  TELEPHONE.  Station  personnel  shall  take  missing  person  reports 
over  the  telephone.  The  district  unit  will  make  well  being  checks  when  appropriate.  If 
a  caller  reports  that  a  missing  person  has  returned,  a  imit  shall  be  dispatched  to  make 

a  supplemental  report. 

3.  PHOTOGRAPH.  When  possible,  obtain  a  current  photograph  of  the  missing  person 
and  write  the  person's  name,  date  of  birth  and  the  incident  case  nimiber  on  the  back. 
Place  it  in  an  envelope  and  forward  it  to  the  Missing  Person  Section. 

4.  NOTIFICATION.  Notify  Operations  Center.  The  Operations  Center  staff  shall  enter 
all  missing  persons  into  the  MUPS  system. 

C.  EXIGENT  CIRCUMSTANCES  /  IMMEDIATE  SEARCHES 

1 .  CRITERIA.  Certain  exigent  circumstances  require  an  immediate  search  by  officers. 
The  following  are  examples  of  exigent  circimistances: 

a.  The  missing  person  is  under  the  age  of  12.  Infants  or  children  in  the  company  of  a 
missing  parent  do  not  meet  the  criteria  unless  the  officer  has  reason  to  believe  that 
the  safety  of  the  child  or  infant  is  in  jeopardy. 

b.  The  missing  person  is  over  the  age  of  75. 

c.  The  missing  person  is  not  able  to  care  for  his/her  safety. 

d.  The  missing  person  requires  immediate  medical  attention. 

e.  The  officer  suspects  foul  play  or  believes  exceptional  facts  exist. 

2.  NOTIFICATION.  If  exigent  circumstances  exist,  immediately  notify  your  field 
supervisor.  Officers  should  also  contact  County  Jail  #1,  SFGH,  and  the  Medical 
Examiner's  Office  and  make  an  inquiry  regarding  the  missing  person.  If  these  inquiries 
prove  negative,  immediately  notify  the  Missing  Person  Section  during  the  hours  of 
0900  to  1700,  or  Operations  Center  during  any  other  hours. 
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3.  IMMEDIATE  SEARCHES.  An  immediate  search  shall  be  terminated  only  when  the 
person  is  located  or  with  the  approval  of  the  officer-in-charge  of  the  unit  making  the 
search.  If  the  officer-in-charge  decides  to  end  the  search  prior  to  locating  the  missing 
person,  he/she  shall: 

a.  Have  officers  periodically  check  with  the  reportee  to  determine  if  the  missing 
person  has  returned. 

b.  Notify  the  oncoming  officer-in-charge  of  the  situation. 

c.  Ensure  that  the  Missing  Person  Section  or  the  Operations  Center  is  notified  if  the 
subject  has  not  been  located  by  0800  hrs  the  next  day. 

D.  FOUND  PERSONS 

1.  NOTIFICATION.  Whenever  a  missing  person  (adult  or  juvenile)  is  located,  notify  the 
Operations  Center  and  make  a  supplemental  incident  report.  If  a  listed  missing  person 
is  arrested  or  detained,  add  the  title  "FOUND  PERSON"  to  the  report  heading  and 
route  a  copy  to  Missing  Persons.  Include  the  circumstances  in  the  narrative  of  the 
report.  Operations  Center  shall  remove  all  entries  from  the  MUPS  or  NCIC  systems 
once  they  are  notified  that  the  missing  person  has  been  located. 

2.  JUVENILES.  If  the  person  is  a  juvenile  (under  1 8  yrs.)  and  there  is  no  reason  for  a 
custodial  arrest,  you  may  choose  any  of  the  following  options: 

a.  Return  the  juvenile  to  the  juvenile's  home,  if  the  juvenile  resides  in  the  City. 

b.  Take  the  juvenile  to  the  district  station  business  office  for  pickup  by  a  relative  or 
guardian,  providing  the  response  is  from  30  miles  or  less  and  can  be  made  within  2 
hours  (see  DGO  7.01,  Juvenile  Pohcies  and  Procedures). 


c. 


If  a  relative  or  guardian  will  not  or  cannot  respond  within  2  hours,  take  the  juvenile 
to  Huckleberry  House,  1292  Page  St.  (621-2929). 


3.  RETURNED  BEFORE  REPORTING.  If  the  missing  person  returns  or  is  located 
before  you  have  submitted  the  report,  an  incident  report  is  still  required.  Title  the 
report  "Missing  Person/Found"  and  include  the  circumstances  in  the  narrative. 
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GENERAL   ORDER  07/27/94 

OBSTRUCTION  OF  STREETS  AND  SIDEWALKS 

This  order  establishes  policies  regarding  enforcement  of  Section  647c  of  the  Penal 
Code  and  Section  22  of  the  Municipal  Police  Code  and  explains  applicable  guidelines 
and  terms  of  each  law. 

I,  POLICY 

A.  ELEMENTS  OF  VIOLATION.  It  is  the  policy  of  the  San  Francisco  Police 
Department  that  officers  be  able  to  articulate  specific  facts  that  support  every 
element  of  Penal  Code  Section  647c  and  Municipal  Police  Code  Section  22 
before  taking  enforcement  actioiu 

B.  CROWDS/DEMONSTRATIONS.  When  obstructing  offenses  occur  in  lawful 
demonstrations  or  large  public  assemblies,  officers  shall  warn  persons  to 
desist  obstructing  prior  to  enforcing  Section  22  MFC  (see  DGO  8.03,  Crowd 
Control  and  Crowd  Control  Manual ). 

C  Both  647c  PC  and  22  MFC  have  been  narrowly  defined  and  must  be  narrowly 
enforced.  Neither  section  shall  be  used  for  mass  arrests  or  ""street 
sweeps,"except  as  provided  above. 

D.  CITE  VS  BOOKING.  See  DGO  5.06,  Qtation  Release. 

II.  GUIDELINES 

A.  Penal  Code  Section  647c  is  a  misdemeanor  and  is  intended  to  be  used  only 
when  the  normal  access  to  public  places  is  willfully  and  maliciously 
obstructed. 

B.  Municipal  PoHce  Code  Section  22  is  an  infraction  and  is  intended  to  be  used 
when  a  person  persists  in  willfully  and  substantially  obstructing  the  free 
movement  of  another  person  in  a  public  place. 

C  When  enforcing  either  law,  the  issue  is  the  obstruction,  not  drunkenness 
streetwalking,  or  any  other  suspicious  or  illegal  activity;  however,  these  akd 
other  disorderly  conduct  activities  may  also  involve  obstruction 
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D.  After  issuing  a  citation  for  Section  22  MFC,  the  arresting  officer  should  advise 
the  arrested  person  that  another  violation  of  Section  22  MFC  within  24  hours 
constitutes  a  misdemeanor  pursuant  to  Section  23  MFC.  See  DGO  5.06, 
Citation  Release. 

E.  REQUIRED  ELEMENTS/  DEFINITION  OF  TERMS 

1.  "Willful"  nieans  a  willingness  to  commit  the  act  It  does  not  require  any 
intent  to  violate  the  law.  Confused  or  uruntentional  actions,  or  accidents 
are  not  willful  actions. 

Z    "Malice"  means  a  wish  to  vex,  annoy,  or  harass  the  person  being 
obstructed.   Examples  of  malice  include,  but  are  not  limited,  to: 

a.  Failure  by  the  suspect  to  cease  the  obstructing  after  a  repeated  request. 

b.  Touching  or  grabbing  the  clothing  of  a  person. 

c   Intentionally  placing  or  interposing  one's  body  in  the  normal  path  of  a 
person's  approach. 

3.  "Obstruction"  means  intentionally  placing  one's  body  in  the  normal  path 
of  a  person's  approach  causing  the  person's  "free  movement"  to  be 
obstructed.  Causing  a  slight  deviation  in  a  pedestrian's  path  does  not 
necessarily  constitute  an  illegal  obstruction,  nor  does  the  mere  presence  of 
a  person  on  a  sidewalk.  A  street  or  sidewalk  cannot  be  obstructed,  only  a 
person.  When  arrests  are  made  for  violation  of  either  647c  PC  or  22  MFC, 
officers  shall  make  reasonable  efforts  to  identify,  but  at  least,  must  describe 
personCs)  who  were  obstructed  by  the  party  to  be  arrested  or  cited. 

4.  "Substantially"  means  materially  as  opposed  to  a  petty  annoyance  or  a 
slight  inconvenience. 
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ARRESTS  OF  PERSONS  ON  PAROLE  OR  PROBATION 

This  order  outlines  procedures  for  placing  parole  holds  and  probation  violation 
charges  on  arrested  subjects. 

I.  PROCEDURES 

A.  ARRESTS  OF  PERSONS  ON  PAROLE.   After  arresting  a  person  you  suspect  is 
on  parole^  follow  these  procedures: 

1.  COMPUTER  CHECK.  Enter  RF/QPAR  format  into  the  computer  to  access  the 
person's  parole  statvis. 

2.  VERIFICATION.  If  the  person  is  on  parole,  verify  his/her  parole  status  by 
calling  the  California  Department  of  Justice  at  1  (916)  445-6713  (24  hours). 

3.  HOLD.  The  DOJ  parole  agent  will  check  the  person's  parole  status  and 
determine  if  a  state  parole  hold  should  be  placed  on  the  person.  If  a  hold 
is  appropriate,  the  agent  will  make  arrangements  with  the  County  Jail. 

4.  INCIDENT  REPORT.  Include  the  details  of  the  parole  violation  and  indicate 
the  name  of  the  parole  agent  in  your  incident  report. 
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B.  ARRESTS  OF  PERSONS  ON  PROBATION 

1.  CRITERIA.   You  are  authorized  to  place  an  additional  violation  of  probation 
charge  [1203.2  (a)  P.C]  on  a  suspect  when  all  the  following  criteria  exist: 

a.  The  suspect  is  currently  on  superior  covirt  probation. 

b.  The  suspect  is  not  wanted  on  a  "no  bail"  warrant. 

c    The  suspect  is  being  charged  with  one  of  the  following: 

•  Felony  narcotics  violation. 

•  Felony  assault. 

•  Felony  violation  involving  the  possession  or  use  of  a  weapon. 

•  Robbery. 

•  Residential  burglary. 

2.  OTHER  CASES.  In  all  Other  cases,  do  not  charge  the  subject  v^th  a  probation 
violation.   Instead,  indicate  the  subject's  probation  status  in  your  incident 
report. 
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PREJUDICE-BASED  INCIDENTS 

This  order  specifies  what  action  the  Department  wiU  take  to  comply  with  the  Ralph 
Qvil  Rights  and  Bane  Acts,  which  establish  penalties  for  prejudice-based  conduct. 
The  order  outlines  investigating  aiui  reporting  procedures  along  with  the  duties  of 
the  patrol  supervisor  and  the  lieutenant. 

I.  POUCY 

A.  It  is  tiie  policy  of  the  San  Francisco  Police  Department  to  ensure  that  rights 
guaranteed  by  the  constitutions  and  laws  of  the  United  States  and  the  State  of 
California  are  protected  for  all  citizens  regardless  of  their  race,  color,  religion, 
ancestry,  national  origin,  political  affiliation,  sex,  sextud  orientation,  age, 
disability,  or  position  in  a  labor  dispute.  These  eleven  groups  listed  are  orUy 
examples  of  the  classes  of  victims  protected. 

B.  The  Department  will  take  a  proactive  role  to  protect  all  citizens  against 
prejudice-based  conduct  by  promoting  peace  and  harmony  among  the  diverse 
groups  living  and  working  within  the  City  and  County  of  San  Francisco. 

C  The  Department  will  investigate  all  reported  prejudice-based  incidents  and 
support  vigorous  prosecution  of  those  apprehended  for  such  acts. 

D.  Studies  have  shown  that  hate  crime  victims  are  more  severely  travimatized 
than  victims  of  opportunistic  crimes.  Therefore,  officers  shall  be  courteous 
and  sensitive  to  the  needs  of  hate  crime  victims  and  refer  them  to  the  Hate 
Crimes  Unit  where  they  can  receive  referral  to  commimity  organizations. 
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n.  GUIDELINES 

A.  By  enacting  the  Ralph  and  Bane  Qvil  Rights,  which  added  Sections  51.7  and 
52.01  to  the  Qvil  Code  and  Section  422.6,  et  seq.  to  the  Penal  Code,  the 
legislatxire  sought  to  discourage  criminal  and  noncriminal  incidents 
motivated  by  hatred  or  prejvidice  by  creating  dvil  and  criminal  penalties  for 
such  conduct.  Refer  to  Penal  Code  Sections  422.6  (a)  and  (b). 

B.  IDENTIFYING  PREJUDICE-BASED  INCIDENTS 

Prejudice-based  incidents  include  violent  or  threatening  acts  directed  at  the 
person  or  property  of  any  listed  or  similar  individual  or  group.  They  include, 
but  are  not  limited  to,  acts  such  as  threatening  phone  calls,  physical  assaults, 
destruction  of  property,  bomb  threats  and  the  disturbance  of  religious 
meetings.   Also  included  are  i\on-criminal  acts  such  as  name  rolling  done 
with  the  apparent  motive  to  harass,  intimidate,  threaten,  retaliate  or  create 
conflict  between  groups  having  different  personal  characteristics  such  as  race, 
religion,  ethnicity  or  sexual  orientation. 

1.  MOTIVATION.   The  motivation  behind  the  act  determines  whether  an 
incident  is  prejudice-based.  When  determining  motivation,  an  officer 
must  ask: 

a.  Why  does  the  victim  believe  he/she  was  victimized? 

b.  Were  words  or  symbols  (e.g.,  burning  cross,  swastika)  used  or  acts 
performed  which  are  or  may  be  considered  to  be  offensive  to  the  victim 
or  a  particular  group? 

c    Is  there  a  history  of  similar  acts  or  crimes  directed  against  the  same 
iitdividual  or  group,  or  against  the  person(s)  v^th  whom  the  victim  is 
associated? 

d.  Does  a  meaningful  portion  of  the  commimity  perceive  the  incident  as 
prejudice-based? 

e.  If  all  the  parties  involved  were  of  the  same  race,  ethnicity,  etc,  would 
the  incident  still  have  occurred? 

f.  Has  an  injunction  been  issued  in  related  cases? 
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m.     PROCEDURES 

A.  INVESTIGATING  AND  REPORTING /DUTIES  OF  REPORTING  OFHCER 

1.  NOnnCATION.  If  an  inddent  appears  to  be  prejudice-based,  protect  the 
crime  scene  and  notify  your  supervisor  and  the  Hate  Crimes  Uiut  of  the 
Special  Investigations  Division,  or  the  Operations  Center  after  1700  hrs. 
and  on  weekends. 

2.  INCIDENT  REPORT.  After  conducting  a  preliminary  investigation: 

a.  Indicate  in  your  report  that  the  inddent  is  prejudice-based  by  checking 
the  appropriate  box  aiul  write  'Trejudice-Based"  in  the  title  of  the 
report,  e.g..  Battery /Prejudice-Based.  Assign  the  case  to  5S200.  Code  it 
15300  plus  any  other  applicable  code  numbers. 

b.  Indude  facts  that  support  your  condusion  in  the  narrative  and  indude 
verbatim  any  statements  made  prior  to  or  dvuing  the  inddent. 

c   Indicate  the  relevant  chararteristics,  such  as  the  race,  ethnidty,  sex, 
-religion  or  sexual  orientation  of  the  victim  and  the  suspect  (if  known). 

3.  RESOURCES  AND  REFERRALS.  Prejudice-based  inddents  are  traimiatic  not 
only  to  the  victim  and  his/her  family,  but  to  the  entire  community. 
Therefore,  you  should  provide  reassurance  and  information  on  resources 
not  only  to  the  victim,  but  to  others  affected. 

B.  MISDEMEANOR  ARRESTS.  Make  an  arrest  whenever  you  have  reasonable 
cause  to  believe  a  misdemeanor  has  occurred  in  your  presence.  When  a 
misdemeanor  has  occurred,  but  not  in  your  presence,  tell  the  victim 
(preferably  in  private)  that  she/he  may  make  a  private  person's  arrest  (see 
DGO  5.04,  Arrests  by  Private  Persons).  After  making  the  arrest,  tell  the  victim 
to  call  the  Hate  Crimes  Unit  the  next  business  day. 

C  COURT  PROTECTIVE  ORDERS.  Court  protective  orders  are  issued  by  a  dvil 
or  criminal  court  and  may  prohibit  an  individual  from  contacting,  harassing 
or  molesting  the  applicant.  Read  all  court  orders  carefully  to  determine  their 
specific  terms.  All  types  of  orders  are  valid  throughout  California,  and 
violation  of  any  term  of  a  court  protective  order  is  a  misdemeaiior. 
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D.  DUTIES  OF  THE  PATROL  SUPERVISOR.  Respond  to  the  scene.   Notify  the 
lieutenant  and  take  measures  to  prevent  the  situation  from  escalating. 
Ensiure  that  the  reports  are  accurate,  complete  and  submitted  by  the  end  of  the 
tour  of  duty. 

E  DUTIES  OF  THE  LIEUTENANT.  After  being  notified  of  a  serious 

prejudice-based  incident  or  an  incident  with  a  potential  for  escalation  or 
retaliation,  immediately  notify  the  Hate  Crimes  Unit  of  the  Special 
Investigations  Division  or  the  Operations  Center  after  1700  hrs.  or  on 
weekends.  Also  attempt  to  notify^  the  district  caprtain. 


References 

Hate  Crimes  and  the  Victim,  A  Guide  to  the  Legal  Process,    SFPD 
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PSYCHOLOGICAL  EVALUATION  OF  ADULTS 

This  order  outlines  policies  and  procedures  for  dealing  with  psychologically 
distressed  adults,  including  abatement  detainment  and  arrest.  It  includes 
procedures  for  admission  to  facilities,  medical  treatment  weapons  confiscation,  and 
preparation  of  incident  reports. 

I.   GUIDELINES 

A.  CRITERIA  FOR  INVOLUNTARY  DETENTIONS.   Officers  may  detain  an 
individual  for  psychiatric  evaluation  pursuant  to  Section  5150  of  the  Welfare 
and  Institutions  Code  only  when  the  officer  believes  that,  as  a  resvdt  of 
mental  illness,  an  individual  is: 

1.  A  danger  to  himself /herself,  or 

2.  A  danger  to  others,  or 

3.  Gravely  disabled,  meaning  the  individual  is  unable  to  care  for 
hinaself/ herself  and  has  no  reliable  source  of  food,  shelter  or  clothing. 

n.  PoucY 

A.  It  is  the  policy  of  the  San  Francisco  Police  Department  that  in  incidents 
involving  psychologically  distressed  adults,  officers  shall: 

1.  ABATE.  If  the  individual  has  not  committed  a  crime  and  is  not,  as  a  result 
of  a  mental  disorder,  a  danger  to  himself/herself,  a  danger  to  others,  or 
gravely  disabled,  abate  the  incident  and  recommend  that  the  individiial 
contact  a  mental  health  professional. 

2.  DETAIN.  If  an  individual  has  not  committed  a  crime  but  is,  as  a  result  of  a 
mental  disorder,  a  danger  to  himself/herself,  a  danger  to  others,  or  gravely 
disabled,  detain  the  individual  for  psychiatric  evaluation  and  treatment 
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3.   ARREST,  If  an  individual  has  committed  a  crime,  arrest  the  individual  and 
book  or  cite  according  to  Department  policies  and  procedures.  Cited 
individuals  who  are,  as  a  result  of  mental  disorder,  a  danger  to 
themselves,  a  danger  to  others,  or  are  gravely  disabled  shall  also  be 
detained  for  psychiatric  evaluation. 

B.    ASSISTANCE  TO  OUTSIDE  AGENOES 

L   STAPF  MEMBER  IS  PRESENT,  It  is  the  intention  of  the  Department  that  police 
assistance  to  clinicians  will  be  restricted  to  cases  where  the  person  to  be 
detained  for  psychiatric  evaluation  (5150  W  &  I)  is  currently  violent  and 
presenting  a  public  safety  risk. 

2.  STAFF  MEMBER  IS  NOT  PRESENT.  Wheh  an  emergency  evaluation  is 
requested  by  a  clinician  who  is  not  at  the  scene,  the  officer  shall  make 
his/her  own  independent  evaluation  and  take  appropriate  action 
consistent  with  that  evaluation. 

3.  APPLICATION  FOR  EVALUATION.  Except  in  an  emergency  situation  as 
determined  by  the  officer,  a  clinician  must  prepare  the  ""Application  for  72- 
Hour  Detention  for  Evaluation  and  Treatment"  and  make  arrangements 
with  Psychiatric  Emergency  Services  (PES)  prior  to  requesting  assistance. 

4.  STAFF  IDENTEFICATION,  aitiicians  who  are  certified  to  initiate  involxmtary 
detentions  must  carry  an  identification  card  issued  by  the  County  Director 
of  Mental  Health.  If  the  clinician  cannot  show  his/her  card,  the  decision 
to  detain  will  be  the  responsibility  of  the  officer  at  the  scene. 

5.  TRANSPORTATION.  If  all  criteria  are  met  for  a  psychiatric  detention,  take 
the  person  and  the  clinician's  paperwork  to  PES  at  SFGH  only.  If  the 
person  is  currently  not  demonstrating  a  public  safety  risk,  do  not  transport. 
Advise  the  clinician  to  consult  with  his/her  supervisor  regarding 
appropriate  transportation. 
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III.  PROCEDURES 


A.  ABATEMENT.    When  abating  a  situation  involving  a  mentally  disturbed 
individual,  follow  these  procedures: 

1.  INQDENT  REPORT.  If  the  individual  needs  psychiatric  evaluation  but  does 
not  meet  5150  W  &  I  criteria,  prepare  an  incident  report  entitled  "Aided 
Case/Request  Evaluation"  and  list  the  individual  as  "D"  (detained). 

2.  COPIES.  Forward  a  copy  of  the  report  to  the  Psychiatric  Liaison  Unit  which 
will  be  responsible  for  appropriate  follow  up. 

B.  DETENTION.   When  detaining  an  individual  for  psychiatric  evaluation  and 
treatment,  follow  these  procedures: 

1.  TRANSPORTATION.  Take  the  individual  to  Psychiatric  Emergency  Services 
(SFGH)  only  and  complete  an  "Application  for  72-Hour  Detention  for 
Evaluation  and  Treatment." 

2.  REPORT.  Prepare  an  incident  report  and  title  it  "Aided  Case/5150  W  &  I." 
List  the  individual  as  "D"  (detained). 

a.  DESCRIPTION.  Include  a  detailed  physical  description  of  the  individual 
and  an  accuratie  residence  address.  Also  iixdude  his/her  date  of  birth, 
SF  niunber,  driver  license  number.  Social  Security  number,  any  other 
identification  numbers. 

b.  FIREARMS/WEAPONS.  List  any  confiscated  firearms  or  deadly  weapons 
in  the  incident  report. 

c    PROPERTY.  Describe  how  the  person's  property  was  safeguarded  or 
placed  in  police  custody. 

d.  CRITERIA.  Describe  the  circumstances  that  formed  the  reasonable  and 
probable  cause  to  believe  that  one  or  more  of  the  criteria  listed  under 
Section  I.,  A.  above  were  present. 
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C.  ARRESTS.   After  arresting  a  mentally  disturbed  individual  for  a  criminal 
offense,  dte  or  book  according  to  Department  policy  (see  DGO  5.06,  Citation 
Release).   Also  follow  these  procedures: 

1.  CITATION.  If  an  individual  is  eligible  for  citation  release,  but  as  a  result  of  a 
mental  disorder  is  a  danger  to  himself/ herself,  a  danger  to  others,  or  is 
gravely  disabled,  dte  the  individual  and  take  him/her  to  PES  at  SFGH. 
fridicate  on  the  "Application  for  72-Hour  Detention  for  Evaluation  and 
Treatment"  that  the  person  has  been  dted  for  an  offense. 

2.  BOOKING.  If  an  individual  cannot  be  dted  pursuant  to  Department  policy, 
book  him/her  and  request  on  the  booking  form  that  the  Jail  Psychiatric 
Services  evaluate  the  individual  in  the  jail. 

3.  INCIDENT  REPORT.  In  either  of  the  above  cases,  prepare  an  inddent  report 
and  forward  a  copy  to  the  Psychiatric  Liaison  Unit.  Title  the  report  by  the 
offense  and  indicate  that  you  have  either  dted  and  detained  the 
individual  for  psychiatric  evaluation  or  booked  the  individual  and  made  a 
referral  to  Jail  Psychiatric  Services. 

Example:  Battery/Fists/Qted  &5150'd 

Robbery/ Gun/Referral  Made  to  Jail  Psychiatric  Services 

D.  FACTLiilbS.  Currently,  adults  are  evaluated  at  Psychiatric  Emergency 
Services  (PES)  at  SFGH.  Due  to  policy  and  budget  considerations,  facilities 
may  change  along  with  the  hoxors  of  operation.   Any  changes  will  be 
announced  in  Department  Bulletins. 

E  VOLUNTARY  ADMISSIONS.   There  is  no  such  thing  as  a  "voluntary  5150." 
The  fact  that  an  individual  is  willing  to  accompany  you  to  a  psychiatric  facility 
does  not  make  the  evaluation  voluntary.   If  you  beUeve  that  psychiatric 
evaluation  is  necessary,  complete  an  "Application  for  72-Hoiar  Detention  for 
Evaluation  and  Treatment  even  though  the  individual  willingly 
accompanies  you  to  PES. 


DG0  6.14 
07/27/94 

F.  COORDINATING  PSYCHIATRIC  DETENTION  WITH  EMERGENCY 
MEDICAL  TREATMENT.    If  an  individual  is  injured  or  ill,  you  must  have 
him/her  medically  treated  before  requesting  a  psychiatric  evaluation.  The 
following  procedures  apply  when  an  individual  is  not  under  arrest: 

1.  SAN  FRANCISCO  GENERAL  HOSPITAL.  If  the  individual  is  being  treated  at 
San  Francisco  General  Hospital,  Emergency  Department,  go  to  the 
Psychiatric  Emergency  Services  (PES)  and  complete  the  "Application  for  72- 
Hour  Detention  for  Evaluation  and  Treatment."    Leave  the  original  at  PES 
and  take  a  copy  to  the  emergency  room  attending  physician.  Your 
responsibility  ends  here.  Any  security  services  will  be  provided  by  SFGH 
Institutional  Police. 

2.  OTHER  MEDICAL  FACILITIES.  When  an  individual  is  being  treated  at  any 
other  hospital  emergency  room,  complete  the  "Application  for  72-Hour 
Detention  for  Evaluation  and  Treatment"  and  present  it  to  the  attending 
physician.   The  physician  is  responsible  for  arranging  for  transportation  of 
the  patient  to  PES  at  San  Francisco  General  Hospital.  Any  security 
required  will  be  provided  by  the  hospital's  security  staff.  Yoxor 
responsibility  ends  here. 

3.  'INCIDENT  REPORT/EVALUATION  FORM.  In  either  of  the  cases  above,  prepare 

an  incident  report,  title  it  "Aided  Case/5150  Detention,"  and  attach  a  copy 
of  the  "Application  for  72-Hour  Detention  for  Evaluation  and  Treatmenf 
to  it.  List  the  individual  as  "D"  detained  and  include  the  circumstances  of 
the  incident,  the  name  of  the  medical  facility,  and  the  attending  physician. 

G.  JUVENILES.   See  DGO  7.02,  Psychological  Evaluation  of  Juvemles. 
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H.  FIREARMS  AND  DEADLY  WEAPONS.  Welfare  and  Institutions  Code 
Section  8102  requires  law  enforcement  officers  to  seize  firearms  and  other 
deadly  weapons  from  individuals  detained  or  apprehended  for  examination 
of  a  mental  condition  pursuant  to  Section  5150  W&I.   When  seizing  a  firearm 
or  deadly  weapon,  advise  the  individual  to  contact  the  SFPD  Legal  Division 
concerning  its  return.   Also  fax  a  copy  of  your  incident  report  to  the 
Department's  Legal  Division. 

1.   MENTAL  HEALTH  FIREARMS  FROmBITION  SYSTEM.    The 

Department  of  Justice,  Bureau  of  Criminal  Identification  and  Information, 
has  developed  a  data  base  for  the  Mental  Health  Firearms  Prohibition 
System  (MHFPS).  If  you  are  conducting  a  criminal  investigation  that 
involves  the  acquisition,  carrying  or  possession  of  a  firearm,  the  CLETS 
data  base  will  include  a  message  that  the  person  you  are  investigating  may 
be  subject  to  a  mental  health  firearms  prohibition  pursuant  to  Sections 
8100/8103  of  the  Welfare  and  Institutions  Code.  This  message  is  provided 
in  addition  to  the  person's  name,  personal  description,  available 
identifying  numbers,  such  as  driver's  license,  Sodal  Security,  California 
Identification,  Military  Identification,  or  other  miscellaneous 
identification  nvunbers.  You  can  use  any  CABLE  terminal  that  has  CLETS 
inquiry  capability  to  access  this  data  base  using  one  of  two  ways: 

a.  Using  RF/ 

•  RF/CJIS/FQA    Name  inquiry 

•  RF/CJIS/FQN    Number  inquiry 

•  RF/CJIS/FQP      Record  number  inquiry 

b.  Using  the  HELP  system 

You  can  access  the  three  inquiries  listed  above  using  the  HELP  system 
by  first  selecting  the  Firearms  category  (E),  then  the  MHFPS  category 
(E7),  finally  entering  the  respective  category  for  name  inquiry  (E7A), 
number  inquiry  (E7B),  or  record  number  inquiry  (E7C), 

If  you  need  the  reason  a  person  has  been  prohibited  from  owning 
firearms,  contact  the  DOJ  Firearms  Clearance  Section. 
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I.    PROPERTY.    When  detaining  an  individual  per  5150  W  &  I,  take 

reasonable  precautions  to  secure  his/her  premises  and  private  property. 
Document  this  in  your  incident  report.   Any  personal  property  that  cannot 
be  properly  secured  must  be  booked  as  Property  for  Safekeeping  (see  DGO 
6.15,  Property  Processing). 

J.    MEDICATION.   Any  medication  seized  goes  with  the  individual  either  to 
jail  or  the  hospital. 

K.  QUESTIONS.   For  consultation  or  information,  call  officers  at  the  SFPD 
Psychiatric  Uaison  Unit  (PLU)  at  206-8099  (Monday  -  Friday  0900-1700  hrs.). 
During  non-business  hours,  contact  the  PLU  through  the  Operations 
Center. 

L  TARASOFF  INCIDENTS.  See  DGO  6.21,  Tarasoff  Incidents. 
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San  Francisco  Police  Department 

GENERAL   ORDER  07/27/94 

PROPERTY  PROCESSING 

This  order  outiines  procedures  for  processing  of  property  for  identification  which 
includes  evidence  and  non-evidence,  narcotics,  volatile  or  inflammable  substances, 
and  destructive  devices. 

I.  POLICY 

A.  RESPONSIBILITIES.  The  member  who  first  receives  or  takes  property  is 
responsible  for  it  imtil  the  item  is  processed  as  property  for  identification  and 
is  received  at  the  district  station  or  at  the  Property  Control  Section. 

II.  DEFINITIONS/ GUIDELINES 

A.  CLASSIFICATION  OF  PROPERTY.  Property  is  divided  into  four  major 
categories: 

1.  PROPERTY  FOR  roENTTFICATION.  Property  for  Identification  is  divided  into 
two  sub-categories: 

a.  EVIDENCE  (E):  Property  (except  narcotics)  or  money  that  is  related  or 
possibly  related  to  a  crime  (see  DGO  6.02,  Physical  Evidence). 

b.  NON-EVIDENCE:  Property  or  money  not  apparently  related  to  a  crime. 
Non-evidence  property  is  fiirther  divided  into  two  categories: 

•  Found  Property  (F) 

•  Property  for  Safekeeping  (P) 

2.  NARCOTICS.  Substances  that  are  suspected  of  being  a  narcotic. 

3.  VOLATILE  OR  INFLAMMABLE  SUBSTANCES 

4.  DESTRUCTIVE  DEVICES.  Any  of  the  weapons  or  devices  defined  in  Sec. 
12301  P.C. 
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III.  PROCEDURES 

A.  PROPERTY  FOR  IDENTMCATION 

1.  PROPERTY  RECEIPT  FORM.  When  taking  or  receiving  Property  for 

Ic       iication  from  a  person  (including  an  arrestee),  complete  a  Property 
Rt.aipt  (SFPD  315)  in  duplicate.   Give  the  person  the  original  and  keep  the 
copy.  If  the  form  is  not  issued,  state  the  reason  in  your  incident  report. 

2.  COMPUTER  CHECKS.  If  any  item  has  a  serial  number  or  a  mark  of 
identification,  query  the  computer  to  determine  if  it  is  stolen. 

3.  HANDLING  AND  PACKAGING  .  When  booking  property,  you  are  responsible 
for  the  safe  and  proper  packaging  of  the  item.  Ensure  that  fragile  items  are 
protected  from  breakage.  Detailed  procedures  for  collecting  and  preserving 
physical  evidence  are  found  in  DGO  6.02,  Physical  Evidence. 

a.  KNIVES,  ETC.  Carefully  wrap  knife  blades  and  items  with  sharp  points 
so  they  do  not  pierce  the  envelope  or  container.  Safely  v*a"ap  narcotic 
paraphernalia,  and  always  place  hypodermic  syringes  into  syringe 

-containers  before  booking  them. 

b.  BODY  FLUIDS.  Affix  a  BIO  HAZARD  label  on  any  envelope  or  package 
containing  an  item  that  has  been  contaminated  with  a  body  fluid,  e.g., 
blood,  semen. 

c   ENVELOPE.  Place  the  item  (except  money)  in  a  Property  for 

Identification  Envelope  with  a  copy  of  SFPD  315.  List  the  item(s)  it 
contains  on  the  face  of  the  envelope,  seal  it,  write  your  initials  and  star 
number  over  the  edge  of  the  flap,  and  seal  it  with  transparent  tape. 

d.  MONEY.  Package  all  money  (U.S.  and  foreign  currency)  in  a  green 
Money  for  Identification  Envelope.   Show  the  amounts  in  both  figiires 
and  words.   Before  sealing  the  envelope,  have  the  station  keeper  verify 
the  amount  of  naoney  contained  in  the  envelope.    If  the  amount  is 
correct,  the  station  keeper  shall  sign  his/her  initials  and  star  number 
on  the  edge  of  the  flap  next  to  the  initials  of  the  officer  booking  the 
money.   The  station  keeper  shall  also  ensure  tiiat  the  envelope  is 
properly  sealed  with  transparent  tape. 
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e.  OtHER  CONTAINERS.  If  the  item  is  too  large  for  a  Property  for 
Identification  Envelope,  use  a  Property  for  Identification  Bag.  If  the  bag 
is  too  small,  use  a  suitable  container,  attach  a  Property  for  Identification 
Tag  to  it,  and  attach  SFPD  315  to  the  tag.  If  a  container  is  not  practical, 
attach  a  Property  for  Identification  Tag  directly  to  the  item  and  attach 
SFPD  315  to  the  tag. 

f.  FIREARMS.  Unload  firearms  before  packaging  or  tagging  them.   Always 
package  firearms  and  ammunition  separately  from  all  other  property. 
Packaged  ammunition  may  be  placed  in  the  same  container  with  the 
unloaded  weapon.  The  supervisor  and  the  officer  booking  the  firearm 
must  sign  their  names  and  star  numbers  on  the  envelope,  bag  or 
property  tag  certifying  that  the  weapon  is  uidoaded. 

•    If  you  cannot  unload  a  firearm  or  are  unfamiliar  with  its  operation, 
place  it  in  a  secure  location  at  the  station  until  a  member  of  the 
Police  Range  can  respond  and  disarm  it.  The  station  keeper  on  duty 
(or  next  scheduled)  when  the  Police  Range  is  open,  shall  make  the 
arrangements.    After  the  firearm  has  been  disarmed,  the  station 
keeper  will  package  or  tag  the  firearm  and  forward  it  to  the  Property 
Control  Division. 

A.   PROPERTY  LOG /INVENTORY.  When  receiving  property  at  the  district 

stations,  the  station  keeper  shall  enter  the  property  on  the  District  Station 
Property  Log  (SFPD  230).  If  the  property  is  taken  directiy  to  the  Property 
Control  Section,  a  Property  Transfer  Receipt  Form  (SFPD  361)  must  be 
completed  and  given  to  the  member  accepting  it.  When  relieved  or 
reporting  on  or  off  duty,  inventory  any  property  held,  and  enter  the 
number  of  items  (packages)  held  in  station  log  book. 

5.  BICYCLES.  Use  a  Prof)erty  for  Identification  Tag  and  list  the  serial  number 
of  the  bicycle  on  it.  Attach  the  tag  to  the  franie  and  retain  the  bicycle  at  the 
station.  The  Property  Control  Section  will  pick  up  bicycles  held  as  property 
for  identification  at  district  stations  each  Friday. 

6.  MOTOR  VEHICLES.  See  DGO  9.06,  Vehicle  Tows. 

7.  PRISONER  PROPERTY.  See  DGO  4.01,  Booking  of  Prisoners. 
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8.  COMPUTERS  (also  see  DGO  10.08/  Use  of  Computers).  If  you  attempt  to 
examine  computer  files  before  booking  a  computer  for  evidence,  but  are 
not  wholly  familiar  with  the  technical  aspects  of  the  system,  it  is  possible 
that  certain  files  in  the  systen^s  may  be  altered,  deleted  or  corrupted.  If  the 
computer  is  returned  to  the  owner,  the  Department  may  be  held  liable  for 
any  alteration  or  loss  of  data.  Therefore,  all  computers  seized  as  evidence 
shall  be  booked  into  the  Property  Control  Section,  and  the  MIS  Unit 
notified  prior  to  any  investigation  of  the  contents.    In  emergencies,  the 
MIS  Unit  shall  be  contacted  through  the  Operations  Center. 

9.  PERISHABLE  PROPERTY.  Unless  specifically  authorized  by  the  Officer-in- 
Charge  of  the  Property  Control  Section,  perishable  items  (e.g.,  produce, 
meat,  frozen  food,  etc.)  shall  not  be  booked  as  Property  for  Identification. 
These  kinds  of  items  should  be  photographed  for  evidentiary  purposes 
and  appropriately  disp>osed  of  in  accordance  with  the  direction  of  a 
superior  officer. 

10.  INCIDENT  REPORT.  Write  an  incident  report  each  time  when  booking 
Property  for  Identification  and  indicate  its  sub-classification,  e.g.,  (E) 
evidence,  (F)  found,  (P)  property  for  safekeeping. 

1 1 .  RETURNING  PROPERTY  AT  THE  DISTRICT  STATION 

a.  Property  may  be  returned  to  its  owner  if  it  is  not  contraband  and  cannot 
be  coimected  to  a  crime.  Certain  evidence  cormected  to  a  robbery  or  a 
pursesnatch  may  be  returned  if  keeping  it  causes  a  substantial 
inconvenience  to  the  owner.   This  evidence  may  include  driver 
licenses,  passports,  identification  cards,  credit  cards,  money,  keys  or 
sinular  articles. 

b.  Always  consult  your  lieutenant  and  get  his/her  approval  before 
returning  any  property.  The  decision  to  release  tiie  property  must  be 
based  on  the  facts  in  the  case,  the  advice  of  the  Investigations  Bureau, 
the  jeopardy  to  prosecution,  and  the  real  and  urgent  need  of  the  owner. 
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c.    When  releasing  property,  complete  a  Property  Release  form  (SFPD  158) 
and  forward  it  to  the  Property  Control  Section.   Explain  the  reason  the 
property  was  returned  in  the  incident  report.   The  station  keeper  must 
then  make  a  notation  of  the  District  Station  Property  Log  (SFPD  230) 
that  the  property  has  been  returned  to  its  owner. 

11.  SIGNING  OUT  PROPERTY/PROPERTY  CONTROL  SECTION.    When  taking 

Property  for  Identification  from  the  Property  Control  Section,  you  assume 
responsibility  for  its  care,  physical  custody  and  return. 

a.  When  taking  Property  for  Identification,  complete  a  Property  Request 
(SFPD  250)  and  sign  the  Court  Log  Book.  Write  your  name,  star 
number,  and  the  destination  of  the  property  in  the  log. 

b.  If  the  property  is  admitted  into  evidence,  returned  to  its  owner,  or  held 
in  court  by  the  judge,  clerk  or  district  attorney,  submit  a  memorandum 
indicating  when  the  property  was  signed  out  and  to  whom  it  was 
given.  If  the  property  was  retained  in  court,  indicate  the  date,  the  court 
number  and  the  name  of  the  judge. 

,  12._RETENnON  OR  DISPOSAL  OF  PROPERTY  FOR  IDENTIHCATION. 

a.  Each  month  the  Computer  Management  System  will  provide  the 
Property  Control  Section  with  a  printout  containing  a  list  of  all 
evidence  held  for  various  units  of  the  Department.   The  list  will  be 
sent  to  the  Officer-in-Charge  of  each  unit  who  shall  ensure  that  the 
assigned  investigator  indicate  whether  he/she  wishes  to  hold  or 
dispose  of  the  evidence  by  writing  "hold"  or  "dispose"  next  to  the  case 
number  and  printing  his/her  name  and  star  number  adjacent  to  the 
case  niimber. 

b.  The  Officer-in-Charge  of  each  unit  shall  have  forty-five  (45)  days  after 
receiving  the  printout  to  complete  the  information  and  return  it  to  the 
Property  Control  Section.  The  Property  Control  Section  shall  be 
resporisible  for  maintaining  these  printouts  in  accordance  with  the 
Record  Destruction  Schedule. 
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B.  NARCOTICS 

1.  PACKAGING.  Package  suspected  narcotics  (except  paraphernalia)  in  an 
Analyzed  Evidence  Envelope.   If  more  than  one  envelope  is  needed^ 
number  each  envelope  along  with  the  total  number  of  envelopes.   Seal 
the  envelope,  write  your  initials  and  star  number  on  the  edge  of  the  flap, 
place  transparent  tap>e  over  it,  and  seal  it  with  sealing  wax.  If  the  suspected 
narcotics  are  too  large  for  packaging  in  envelopes,  find  a  suitable  container 
(e.g.,  a  cardboard  box)  and  securely  attach  the  Analyzed  Evidence  Envelope 
to  it. 

2.  CHAIN  OF  CUSTODY.  The  arresting  or  confiscating  officer  must  deliver 
suspected  narcotics  to  the  Crime  Laboratory  (Hall  of  Justice,  Room  435).  If 
the  Crime  Laboratory  is  closed,  place  the  envelope(s)  into  the  Narcotics 
Drop  located  between  Rooms  435  and  437.  If  the  package  is  too  large  for 
the  slot,  contact  the  Operations  Center  to  arrange  for  the  package  to  be 
properly  secured.   Indicate  in  your  incident  report  the  disposition  of  the 
suspected  narcotics. 

3.  SIGNING  OUT  NARCOTIC  EVIDENCE.  Narcotic  evidence  taken  from  the 
Crime  Laboratory  must  be  signed  out.  A  Narcotic  Sign  Out  Log  is  kept  in 
the  front  office  and  indicates  the  name  of  the  member  taking  the  narcotic, 
the  purpose  and  the  location  where  it  is  being  taken. 

4.  RETURNING  NARCOTIC  EVIDENCE.  Narcotic  evidence  must  be  returned  to 
the  Crime  Laboratory  on  the  same  day  it  is  signed  out.  If  the  case  is 
concluded,  continued  or  recessed,  and  the  substance  has  not  been  admitted 
into  evidence,  immediately  return  it  to  ihe  Crime  Laboratory.   If  you  are  in 
possession  of  narcotic  evidence  and  must  leave  the  Hall  of  Justice,  return 
it  to  the  Crime  Laboratory  before  leaving.  After  1700  hours,  return 
narcotic  evidence  by  placing  it  into  the  Narcotic  Drop.  If  the  package(s)  is 
too  large,  take  it  to  the  Operations  Center  and  you  will  be  given  a  copy  of 
the  Chain  of  Custody  form  as  a  receipt.  If  the  narcotic  evidence  is  held  in 
court,  notify  the  Crime  Laboratory  the  same  day  and  make  an  appropriate 
entry  into  the  Narcotic  Sign-Out  Log.  After  1700  hours,  prepare  a 
memorandum  indicating  the  court  in  which  the  narcotic  evidence  is  held 
and  the  name  of  the  judge.   Sign  the  memorandum  and  place  it  into  the 
Narcotic  C>rop. 


DG0  6.15 

07/27/94 

C.  VOLATILE  OR  INFLAIvlMABLE  (FLAIvIMABLE)  SUBSTANCES.   The  Arson 
Task  Force  is  responsible  for  the  storage  and  analysis  of  volatile  or 
inflammable  substances,  including  firebombs  and  incendiary  devices.   Contact 
the  Arson  Task  Force  at  861-8000  ext.  301  between  0800  and  1700  hrs.  or  at  ext. 
347  between  1700  and  0800  hrs. 

D.  DESTRUCTIVE  DEVICES.   Explosive  Ordnance  Disposal  (E.O.D.)  personnel 
collect  and  preserve  all  destructive  device  evidence  (see  DGO  8.08,  Bomb 
Threats,  Destructive  Devices,  Explosions). 

1.   FIREWORKS.  Officers  assigned  to  district  statior\s  shall  book  fireworks  at 
the  stations,  and  officers  assigned  to  the  Hall  of  Justice  shall  book 
fireworks  at  the  Property  Control  Section,  when: 

•  The  fireworks  consist  of  small  explosives  (e.g.,  firecrackers  or  pin 
wheels)  and  will  fit  into  one  (1)  property  envelope. 

•  The  fireworks  consist  of  larger  explosives  (e.g.  cherry/barrel  bombs) 
and  number  ten  (10)  or  less. 

a.  NOTmCATlON  OF  E.O.D.  When  booking  fireworks  at  the  district  station 
between  1000  and  1800  hrs.,  immediately  notify  the  E.O.D.  Unit.    If  the 
fireworks  are  booked  after  1800  hrs.,  the  station  keeper  on  duty  the  next 
day  at  1000  hrs.  shall  notify  the  E.O.D.  Unit.  The  E.O.D.  Unit  is 
responsible  for  the  pickup  of  fireworks  booked  at  district  stations. 

b.  IMMEDIATE  NOTEFICATION.  The  Station  keeper  shall  immediately  notify 
the  E.O.D.  Unit  at  its  office  or  through  the  Operations  Center  when: 

•  The  quantity  of  the  fireworks  exceed  those  specified  above. 

•  A  large  quantity  of  fireworks  has  accumulated  at  the  station  and 
could  cause  extensive  personal  or  property  damage 

•  The  age  or  volatility  of  the  fireworks  is  unknown. 

c  INFORMATION/ADVICE.  The  E.O.D.  Unit  wlU  provide  members  with 
msti-uctions  or  information  concerning  the  handhng,  ti-ansportation 
and  storage  of  fireworks  when  requested. 
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SEXUAL  ASSAULTS 

medical  treatment,  and  preparing  mcident  reports. 

I.   POLICY 

A.  INVESTIGATIVE  RESPONSffilLITIES. 

1  The  ChUd  Abuse  Section  of  the  JuvenUe  Division  is  responsible  for  the 

■  investigation  of  any  type  of  sexual  abuse,  sexual  assault  or  sexual  molestation 
Lolvl^g  a  victim  under  14  years  of  age.  The  Child  Abuse  Section  is  also 
responsible  for  the  mvestigation  of  any  type  of  sexual  ass^^^X  scx^^  battery  or 
unlawfiil  intercourse  involving  a  victim  between  the  ages  of  14  and  17  when  die 
perpetrator  is  a  family  member  or  in  a  position  of  trust  with  respect  to  the  victmi,  i.e., 
coach,  teacher,  care-provider,  trusted  family  friend. 

2  The  Sexual  Assault  Section  of  the  Investigations  Bureau  is  responsible  for  the 

■  investigation  of  any  type  of  sexual  assault,  sexual  battery  or  incest  invol^ong  a  victmi 
18  years  of  age  or  older.  The  Sexual  Assault  Section  is  also  responsible  for  the 
investigation  of  any  type  of  sexual  assault,  sexual  battery,  or  unlawful  mtercourse 
involving  a  victim  between  the  ages  of  14  to  17  when  the  perpetrator  is  not  a  family 
member  or  adult  in  a  position  of  trust  with  respect  to  the  victim,  i.e.,  stranger, 
boyfriend,  acquaintance,  etc.  In  rape  cases  with  more  than  one  victun,  if  victims  are 
both  under  and  over  14  years  of  age,  assignment  will  be  made  on  a  case-by-case  basis. 
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II.  PROCEDURES 


A.  FORENSIC  EXAMINATION  AND  MEDICAL  TREATMENT 

1 .  JUVENILES.  Sexual  assault  victims  under  1 8  years  of  age  will  be  taken  to  San 
Francisco  General  Hospital  as  follows: 

a.  To  the  Pediatrics  Outpatient  Clinic,  6th  floor,  Main  Building,  during  business 
hours,  or 

b.  The  Emergency  Department  at  all  other  times. 

2.  ADULTS.  Sextial  assault  victims  1 8  years  of  age  or  older  will  be  taken  to  San 
Francisco  General  Hospital  Emergency  Department. 

B.  PRELIMINARY  INVESTIGATION  AND  COLLECTION  OF 
EVIDENCE/RESPONSIBILrnES  OF  REPORTING  OFFICER 

1 .  EVIDENCE  COLLECTION.  In  addition  to  conducting  a  preliminary  investigation, 
respond  to  the  crime  scene  and  collect  evidence  (see  DGO  6.02,  Physical  Evidence). 
Each  item  of  evidence  must  be  placed  in  a  separate  property  envelope  (one  item  per 
envelope),  including  evidence  taken  from  the  stispect.  Do  not  leave  any  evidence 
with  the  nurse  or  doctor  examining  the  victim;  however,  shdes  and  swabs  used  for 
semen  testing  and  sperm  detection  collected  by  the  medical  staff  will  be  preserved 
and  retained  at  SFGH. 

2.  NOTmCATIONS 

a.  Notify  the  Crime  Scene  Investigations  Unit  when  specialized  techniques  are 
required  to  collect  and  preserve  evidence,  e.g.,  blood,  semen,  fingerprints,  or 
evidence  that  cannot  be  practically  packaged. 

b.  Notify  the  Child  Abuse  Section  or  the  Sexual  Assault  Section  as  appropriate. 
Notify  Operations  Center  after  business  hours. 
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3.    OTHER  DUTIES/SERVICES 

a.  If  requested,  provide  the  victim  with  transportation  to  his/her  residence  or  another 
appropriate  location  within  San  Francisco. 

b.  Give  the  victim  the  incident  case  nimiber  along  with  a  Victim  of  Violent  Crime 
Notification  form  (see  DGO  6.19,  Victim  of  Violent  Crime  Notification). 

C.  INCIDENT  REPORTS,  INTERVIEWS  AND  RECORDS 

1 .  STATEMENTS.  In  cases  involving  victims  under  1 8  years  of  age,  information  may 
be  taken  fi-om  the  doctor  or  nurse  examining  the  victim  if  interviewing  the  victim  is 
impractical  and  there  is  an  extended  delay  for  the  medical  examination. 

2.  INCIDENT  REPORT.  When  a  Child  Abuse  Section  investigator  responds  on  a  case 
to  conduct  the  investigation,  he  or  she  is  responsible  for  making  the  initial  report.  If, 
however,  the  investigator  determines  that  an  immediate  interview  of  the  victim  is  not 
practical  or  warranted  (due  to  the  child's  age,  time  of  night,  etc.),  he/she  may  request 
that  the  patrol  ofScCT  complete  the  initial  incident  report.  In  all  other  cases,  the  patrol 
officer  shall  complete  the  initial  report. 

3.  CONFIDENTIALITY  OF  PUBLIC  RECORDS.  Penal  Code  Section  293,  requires 
that  you  inform  the  victim  that  her/his  name  will  become  pubUc  record  unless  she/he 
requests  that  it  not.  Indicate  in  the  incident  report  that  you  have  advised  the  victim, 
and  also  indicate  the  victim's  response.  Also  see  DGO  3.16,  Release  of  Pohce 
Reports. 

4.  MEDICAL  REPORT.  In  cases  involving  victims  18  years  of  age  or  older,  place  the 
medical  examination  report  in  a  plain  envelope,  write  the  case  number  on  the  face  and 
forward  it  to  tiie  Sexual  Assault  Section.  Medical  examination  reports  of  victims 
under  18  years  of  age  will  be  retained  by  the  medical  staff  and  forwarded  to  the 
Juvenile  Division  or  the  Sexual  Assault  Section. 
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THE  FOLLOWING  FLOW  CHART  IS  TO  ASSIST  MEMBERS  IN 
DETERMINING  CASE  ASSIGNMENT  FOR  SEXUAL  ASSAULT 
INCIDENTS 


VICTIM 


UNDER  14  YEARS 


14  - 17  YEARS 


SUSPECT 


FAMILY  MEMBER 
TRUSTED  FAMILY  FRIEND 
CARE-PROVIDER 
COACH,  TEACHER  ,  ETC 


JUVENILE  DIVISION 


I  SEXUAL  ASSAULT  SECTION 
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TAXICAB  REGULATIONS 

This  order  establishes  procedures  for  the  enforcement  of  regulations  affecting 
taxicabs  which  are  promulgated  by  the  Chief  of  Police  under  authority  of  the 
Charter.   These  regulations  address  such  issues  as  cleanliness  of  taxicabs,  lighting, 
equipment,  display  of  identification  cards,  etc.  Members  may  obtain  a  copy  of  the 
regulations  by  calling  the  Taxicab  Enforcement  Unit. 

I.   PROCEDURES 

A.  VIOLATIONS  OF  TAXICAB  REGULATIONS.   If  you  observe  a  violation  of 
the  Taxicab  Regiolations,  follow  these  procedures: 

1.  REPORT/MEMORANDUM.  Prepare  a  memorandum  (SFPD  68)  containing  the 
following  information: 

a.  Driver's  or  permit  holder's  name. 

b.  Driver's  badge  number. 

c  Name  of  the  taxicab  firm. 

d.  Taxicab  number,  medallion  number,  and  vehicle  license  plate  niimber. 

e.  Time  and  place  of  violation. 

f.  Nature  of  the  violation. 

g.  Name,  address,  and  telephone  number  of  the  person  making  the 
complaint  (if  applicable).  Include  his/her  local  address  and  duration  of 
stay  in  the  Qty  if  the  complainant  is  visiting. 

2.  ROUTING.   Route  one  copy  of  the  memorandum  through  channels  to  the 
Taxicab  Enforcement  Unit. 
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3.   COMPLAINTS  BY  QTIZENS.  When  informed  by  a  citizen  of  a  violation  of 
the  Taxicab  Regulations,  follow  these  procedures: 

a.  COMPLAINT  CARD.  Advise  the  dtizen  to  telephone  or  mail  a  complaint 
card  to  the  Taxicab  Enforcement  Unit.  The  complaint  card  is  to  be 
provided  by  the  taxicab  company. 

b.  MEMORANDUM.  If  the  citizen  insists  that  you  record  the  violation, 
prepare  a  memorandum  as  indicated  above. 

B.  OTHER  VIOLATIONS.   Upon  observing  a  violation  of  the  Muiudpal  Police 
Code,  Traffic  Code,  California  Vehicle  Code  or  the  California  Penal  Code, 
follow  these  procedures: 

1.  ARREST/CITATION.  Issue  a  citation  under  the  applicable  section,  or  make  an 
arrest  consistent  with  Department  policies  and  procedures  (see  DGO  5.06, 
Citation  Release). 

2.  INCIDENT  REPORT.  If  the  violation  requires  an  incident  report,  forward  a 
copy  to  the  Taxicab  Enforcement  Unit. 
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WARRANT  ARRESTS 

This  order  establishes  policies  regarding  making  warrant  checks  of  citizens,  and 
provides  guidelines  for  the  execution  of  infraction,  misdemeanor  and  felony 
warrants. 

I.   POLICY 

A,  WARRANT  CHECKS 

1.  MANDATORY.  Officers  shall  make  a  warrant  check  in  the  following 
instances: 

a.    Prior  to  booking  any  person. 

h   Prior  to  completing  a  citation  for  a  misdemeanor^  infraction,  or  traffic 
violation,  provided  that  it  can  be  completed  in  the  time  reasonably 
necessary  to  issue  the  citation. 

X.    Prior  to  issuing  a  vehicle  release. 

2.  OPTIONAL.  Officers  may  make  a  warrant  check  in  the  following  instances: 

a.   When  a  person  is  imder  investigation  for  a  criminal  offense  and  the 
officer  has  reason  to  believe  that  the  person  may  have  an  outstanding 
warrant 

h    Prior  to  releasing  any  person  for  whom  a  field  interrogation  card  is 
made,  provided  that  it  can  be  completed  in  a  reasonable  period  of  time. 

c    During  the  course  of  a  criminal  investigatioru 

B.  VERIFICATION.  Whenever  a  person  is  detained  as  the  subject  of  a  warrant 
(whether  traffic  or  non-traffic,  foreign  or  local)  the  detaining  officer  shall 
personally  contact  the  Warrant  Section  and  verify  that  the  warrant  is  valid 
before  acting  on  the  directions  of  the  warrant  When  a  warrant  has  been 
verified  and  the  identity  of  the  subject  is  confirmed,  the  subject  shall  be  taken 
into  custody. 
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II.  PROCEDURE 

A.  TRAFFIC  AND  NON-TRAFHC  INFRACTION  WARRANTS 

1.   DE-rENTiON  AND  DSTVESTIGATION  (see  DGO  5.03,  Investigative  Detentions). 

a.  Make  every  effort  to  verify  the  subject's  identity  by  comparing  his/her 
birth  date,  physical  description,  past  or  present  addresses,  past  or 
present  vehicle  registration  and  driver  license  to  the  information  on 
the  warrant.   If  there  is  a  reasonable  doubt  that  the  person  is  the  same 
as  the  subject  described  in  the  warrant,  weigh  the  benefit  in  favor  of  the 
detained  person  and  consult  your  supervisor  regarding  releasing  the 
detainee. 

b.  If  the  person  claims  he/she  has  paid  the  warrant,  consult  your 
supervisor.   Compare  the  amount  the  person  claims  to  have  paid  with 
the  amount  on  the  warrant,  the  date  of  payment,  and  information 
from  the  person  as  to  the  type  of  violation.  Again,  weigh  the  benefit  in 
favor  of  the  detained  person.  If  the  facts  support  the  assertion  that  the 
warrant  has  been  previously  paid,  release  the  detainee  and  write  a 

-memorandum  to  the  Warrant  Section  or  the  Municipal  Court  and 
include  the  foUowing  information: 

•  The  person's  current  residence  and  business  address  and  telephone 
numbers. 

•  The  vehicle  registration  information. 

•  Driver  license  information. 

•  Any  information  verifying  his/her  current  address. 
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2.    POSTING  BAIL  (also  see  DGO  4.02,  Accepting  Bail).  After  confirming  a  traffic 
infraction  warrant  along  with  the  identity  of  the  detained  person, 
immediately  give  the  person  an  opportimity  to  post  bail  at  the  district 
station  before  booking  him/her. 

a.  If  the  person  does  not  have  the  means  to  pay  the  bail,  give  him/her  an 
opportiinity  to  arrange  for  another  person  to  provide  the  bail.   The 
person  has  the  right  to: 

•  Complete  3  telephone  calls  (free  if  necessary,  or  collect  outside  the 
415  area  code). 

•  Three  (3)  hours  to  produce  the  bail  before  being  booked. 

b.  If  the  person  does  not  have  the  means  to  pay  the  bail  and  cannot  make 
arrangements  for  another  person  to  provide  it,  he/she  shall  be  booked. 

c    If  a  person  has  made  arrangements  for  bail,  but  the  bail  has  not  arrived 
within  3  hours,  the  person  shall  be  booked. 

d.  In  either  of  the  cases  above,  indicate  on  the  arrest  form  that  the  person 
was  given  the  opportunity  to  raise  bail. 

B.  CRIMINAL  WARRANTS  [LOCAL  AND  ENROUTE  (FOREIGN)] 

1.  VERIFICATION/BAIL.  When  a  local  or  enroute  criminal  warrant  has  been 
verified  along  with  the  identity  of  the  subject,  immediately  book  the 
person  (see  DGO  4.01,  Booking  of  Prisoners).  Bail  for  these  types  of 
warrants  cannot  be  posted  at  the  district  station;  it  must  be  posted  at  Room 
201  at  the  Hall  of  Justice. 

2.  UNABLE  TO  VERIFY.  If  you  caimot  verify  a  foreign  (enroute)  criminal 
warrant,  follow  these  procedures: 

a.    FELONY.   If  the  warrant  is  for  a  felony  violation,  detain  the  subject  at 
the  County  JaU  pending  verification  by  the  Warrant  Section  or  the 
Fugitive  Unit. 
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b.   MISDEMEANOR.  If  the  warrant  is  for  a  misdemeanor  violation,  obtain  as 
much  information  as  possible  about  the  identity  and  residence  of  the 
subject  and  include  it  in  a  memorandum.   Release  the  subject  and 
forward  the  memorandum  to  the  Fugitive  Unit. 

3.    INCIDENT  REPORT.   After  arresting  a  person  on  a  local  or  enroute  criminal 
warrant,  make  an  initial  or  supplemental  incident  report  as  appropriate. 

a.  If  the  arrest  is  for  a  foreign  (enroute)  warrant,  forward  a  copy  of  the 
report  to  the  Fugitive  Unit. 

b.  If  the  arrest  is  for  a  local  warrant,  forward  a  copy  of  the  incident  report 
to  the  appropriate  investigative  section. 
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VICTIM  OF  VIOLENT  CRIME  NOTIHCATION 

The  purpose  of  this  order  is  to  coordinate  and  administer  of  the  Victim  of  Violent 
Crime  Act  (Cal.  Govt.  Code  13959  et.  seq.),  and  establish  procedures  for  the 
notification  of  victims  and  the  processing  of  forms. 

I.  POUCY 

A.  COORDINATION  AND  ADMINISTRATION.  The  San  Francisco  Police 
Department  will  coordinate  a  program  with  the  District  Attorney's  Office 
Victim/Witness  Assistance  Program  to  administer  the  Victim  of  Violent 
Crime  Act  in  San  Francisco.  The  Police  Department  will  be  responsible  for 
notification  and  referrals,  and  the  VictimAVitness  Assistance  Program  for 
admirustration. 

B.  POSTING  OF  NOTICES.  Every  police  facility  open  to  the  public  shall 
prominently  display  in  public  view  a  sign  giving  notification  of  the  Victim  of 
Violent  Crime  Act  The  facility  shall  also  have  a  supply  of  required 
application  forms  provided  by  the  State  Board  of  Control  (form  BC-l-D-74)  for 
distribution  to  any  person  wishing  to  file  for  indemnification. 

II.  PROCEDURES 

A.  DUITES  OF  OFFICERS.  Officers  assist  victims  of  crime  by  giving  them  a 
Crime  Notification  Form  (SFPD  369)  as  part  of  the  Victim  Witiiess  Assistance 
program.   This  program  assists  victims  in  filing  for  victim  compensation  for 
medical  expenses,  cotmseling  and  related  matters.   The  program,  however, 
does  not  reimburse  them  for  lost  or  stolen  cash  or  property. 

1.   NOTIFICATION.   When  conducting  a  preliminary  investigation  of  a  crime 
involving  a  personal  injury  or  death,  follow  these  procedures: 

a.  Give  the  victim  or  his/her  family  a  Victim  of  Crime  Notification 
(SFPD  369)  and  explain  the  scope  of  the  program. 

b.  Check  the  "yes"  in  the  "Victim  of  Crime  Notification"  box  on  the 
incident  report  and  write  in  your  star  number  in  the  space  provided. 
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2.    UNABLE  TO  NOTIFY.  If  you  are  unable  to  furnish  the  victim  or  his/her 
family  with  the  notification,  follow  these  procedures: 

a.  Check  "no"  in  the  "Victim  of  Violent  Crime"  box  on  the  incident 
report  and  write  your  star  number  in  the  space  provided. 

b.  State  in  the  narrative  of  the  incident  report  the  reason  the  notification 
was  not  made. 


References 

DGO  6,09,  Domestic  Violence 

Domestic  Violence  Referral  Card  (SFPD  142) 
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JUVENILE  POLIQES  AND  PROCEDURES 

The  purpose  of  this  order  is  to  set  policy  and  procedures  regarding  arrest,  detention 
and  diversion  of  juveniles. 

I.   POUCY  I 

A.  DEHNrnONS 

JUVENILE:  Any  person  imder  18  years  of  age, 

CHILD:  Any  person  under  14  years  of  age. 

INFANT:  Any  person  under  2  years  of  age. 

DEPENDENT:        Any  person  under  the  age  of  21  who  is  under  the  jurisdiction 
of  the  juvenile  court  due  to  his  parent's  abuse,  neglect,  or 
abandonment 

B.  DETENTION,  ARRESTS  AND  SECURITY  (206  W  &  I  et  seq.) 

1.  300  WELFARE  &  iNSimrnONS  CODE  (SHELTER).  A  juvenile  who  is  a  victim 
of  neglect,  mistreatment,  or  is  in  need  of  protective  custody,  may  be 
detained  per  Section  300  of  the  W  &  I  Code.  Detention  shall  not  be  in  a 
secure  facility. 

2.  601  WELFARE  &  INSTTrUTIONS  CODE  (RUNAWAY,  BEYOND  PARENTAL 
CONTROL).  A  juvenile  may  be  detained  or  arrested  for  violating  Section 
601  W  &  I  Code.  If  arrested,  the  juvenile  shall  not  be  held  in  a  secure 
facility. 

3.  602  WELFARE  &INSTmjnON  CODE  (VIOLATION  OF  CRIMINAL  LAW).  A 
juvenile  arrested  for  violating  Section  602  W  &  I  Code  may  be  held  in  a 
secure  facility. 
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EMERGENCY  OR  TEMPORARY  SHELTER  (300  W  &  I).  All  juveiules 
detained  for  emergency  or  temporary  shelter  are  to  be  taken  to  the  Children's 
Protective  Service,  SFGH,  Ward  80,  995  Potrero  Avenue  for  medical  screening 
and  placement  Detention  is  proper  when  any  of  the  following  conditions 
exist 

1.  The  juvenile  is  in  immediate  need  of  medical  care  (305  W  &  I). 

2.  The  juvenile's  physical  environment  or  the  fact  that  the  child  is  left 
unattended  poses  an  immediate  threat  to  the  child's  health  or  safetv 
(305  W&  I).  ^ 


3.  The  juvenile  is  in  immediate  danger  of  physical  or  sexual  abuse 

4. 


(305  W  &  I). 


TTie  juvenile  is  a  dependent  child  or  ordered  temporarily  removed  from 
his  parents  by  the  juvenile  court  and  the  officer  has  reasonable  cause  for 
believmg  the  minor  has  left  a  court-ordered  placement  (305  W  &  I). 

Because  the  conditions  above  involve  children  who  are  not  accused  of 
violatmg  any  laws,  they  may  not  be  held  in  a  secure  facility. 

D.  601  &  602  W  &  I  CODE  OPTIONS.  When  taking  a  juvenile  into  temporary 
fX^fopToL?^  '^^°"^  '''  °'  ^^^  ^  ^  ^  '°^^'  -  °«^-  shall'i^a^the 

1.   ADMONISHMENT.  1/ drcumstances  do  not  warrant  diverting,  dting  or 
booking,  Uie  juvemle  may  be  admonished  at  the  scene  or  ii  the  presence 
of  a  parent  or  guardian.  Juveniles  should  only  be  admonished  wh^ey 
have  no  pnor  police  contacts  and  their  involvement  in  the  crSnTiT       ^ 
S^Sj)  ^^°^hing  a  juvemle,  complete  a  Field  Interview 
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2.   DIVERSION.  When  admonishment  is  insufficient,  but  circumstances  do 
not  warrant  citing  or  booking,  the  officer  may  divert  the  juvenile. 

a.   601  w  &  I  VIOLATION.  A  juvenile  may  be  diverted  for  a  601  W  &  I 

violation  (runaway,  beyond  parental  control)  to  the  Youth  Advocates/ 

HuddebenyHox^e,  1292  Page  Street    A  member  of  the  Probation 

?nT         H     •  .  °"'  "^""^  *°  P'°"""  ^^  offender.  An  incident  report 

and  an  admission  form  must  be  prepared. 

tx   602  w  &  I  VIOLATION.  A  juvenile  arrested  for  a  nojizyMsBi  offense  mav 
r  ^i:;«*^^P^°^d«d  he/she  has  Uttle  or  no  criSS^d    jo^e    ^ 
eligible  for  diversion,  all  the  foUowing  criteria  must  be  present- 

(1)  The  juvenile  resides  in  San  Francisco. 

(2)  TJe  current  offense  is  a  misdemeanor  or  a  non-violent  felony 
(Non-violent  means  no  threats  or  use  of  force.) 

(3)  The  juvenile  is  not  in  possession  of  a  firearm  or  narcotics  (except 
smaU  amounts  of  marijuana),  did  not  resist  arrest,  is  nofwS 
wSn     ""  """*  """^"^''  "^^  ^^  "°*  ^°°^^*  any  tra^ 

(4)  The  value  of  property  stolen  or  damaged  is  less  than  $400.00 

'"'  Sri^Sfo^^eTts'™  '^'°^^  ^'''  ^'  ^^'  -°-  ^  ^o  (2) 

(7)  The  juvenile  has  not  previously  been  div*»rf^H    /r  m       t. 

(8)  The  juvenile  admits  his/her  involvement  in  thp  mn^^      a 


DGO  7.01 
08/03/94 


(9)  The  juvenile's  parent  (s)  or  guardian  agrees  to  diversion. 

A  juvenile  who  does  not  meet  all  the  diversion  criteria  may  stiU  be 
diverted  If  the  officer  feels  there  are  extenuating  circumstances  which 
mdicate  diversion  is  advisable. 

.    OTATIONS.  Juveniles  may  be  cited  for  felonies  under  Section  6n?  w^u 
and  Institution  Code  (see  DGO  5.06,  CiUtion  R^^Z   ivh^^.l'  ^"^^ 
officers  should  cite  juveniles  and  relea^fh^n;  /«!?•'  ^^^^^^" possible, 
respoi^lMe  relative!  Wh^'a ^^ola^Tsh^i^d  ^e'^Zf^tTt^nt:^  " 
ittilJe^Slfci^r^^^^^ 

fu°eSre'L^'bti°';!f!rv'^^ 

JX^gl^^dmore^itst  ^"^^'^^  ^  '^  ^°°^^^  When  anTof  the 

•  The  gravity  of  the  offense  is  such  that  release  of  the  juvenile  will 
prove  dangerous  to  the  pubUc  welfare.  juvenile  will 

-•     The  juvenile  is  arrested  pursuant  to  a  warrant 

•  The  juvenile  is  in  possession  of  a  firearm. 

a.  Because  the  above  constitute  violations  of  602  Section  W&I  th. 
juvenile  may  be  held  in  a  secure  fadUty.  W  &  I,  the 

^'  ^"^^^  *°  ^  memorandum  of  understanding  between  th. 
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TEMPORARY  CUSTODY  OF  601  &  602  W  &  I  OFFENSES.  GeneraUy  officers 
should  not  bring  juveniles  in  temporary  custody  into  any  facSty  cont^Ta 
lockup  for  adults   This  includes  district  stations   In  a  siLtionreZ^^ 
officer  to  brmg  a  juvenile  to  a  district  station  for  the  purpose  of  i^vSu^n 
cXn^t;^!:"'  "  "^"^^  ^^'^^'  ^^  foUowing';;Sicies  sZTs^^; 

1.    JUVENILES  BOOKED  FOR  601  W  &  I  OFFENSES.   Juveniles  booked  for  fiHl  W  ^   T 
Offenses  may  be  brought  to  a  district  station  wlS^Se  officer  aUemplTtf 
contact  the  juvenile's  parents.  Tl^e  following  policies  slSlbefoU^^^^^^^ 

a.  The  juvenile  shaU  not  be  held  in  a  locked  room  or  a  secured  facility, 
h  The  juvenile  shall  not  be  handcuffed  to  himself  or  any  fixed  object 
'   ^i:  Jne^^'  ""^^  "°*  ^^^  ^^  ^-*^^  ^^  -y  adult  or  juvenile 
d.  The  juvenile  shall  be  under  constant  personal  observation. 

^^Jp^rni:  r^iu^tests^^-^-  -  ^^  ^-^^^  -^ 

bring  the  juvenile  to  Youth  AdTo^L^^^^^^  ^'  °^^^"  "^ 

The  juvenile  shaU  not  remlhT^^e^^^^^^  ^»,T'  ^^^^^^^y- 
attempts  are  made  to  contact  the  „  """^^  ''^''''^ 

•    JUVENILES  DETAINED  FOR  602  W&  I  OFFENSES 
a.    NON.SECURECUSTODY(2071W^Tr«H-.^     t 

(regardless  of  fte  oHe.S^;  a^d  juv,Ses"~'?i''  T""  "^^  " 
serious  security  risks  or  do  wi  •  .^   "  ™''  °^"  "'J"'  "«  not 

others.  Shall  b?h'SSln°'„»:^e°^^;iS',^/'3-™ '"  "^^-elves  or 
ShaU  apply:  «=•-"«;  custody.  The  foUo wing  policies 

(1)  The  juvenile  shall  not  be  held  in  a  locked  room. 

''^^!  SLt^  ^°^'^'"'^^^  *° -y«-ed  Object  (^^^ 
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(4)  The  juvenile  shall  be  under  constant  personal  observation. 

(5)  The  juvenile  shall  not  be  held  longer  than  6  hours  at  the  facility, 
h   SECURE  DETElsrnON.  Juveniles  a»e  14  anH  «««      i. 

risk.  „.  pose  a  risk  o/haTto  Side's ^Jt^^"  Z^TJI"^'' 
sacure  delenlion.  The  foUowing  policies  shall  ap^^:'^  ''^  *""  " 

'"  2^VLr;reth'L^r^r '^^  '"^°-  ^^'-^  <«-»«<•„ 

*"  s'J'nii:^;  ""''  "^  ■^^'^  '°  ^  ^'"^0-^  <""■«•  for  a  .a:d»u.,  of 

"'  ^radX'i^^r' '  ^■'^"^'™  "•  -"«  -"'•ed  conuc 

-(4)  Entry  must  be  made  in  a  loe,  indicatina  f^o  «« 

circumstances  for  the  sec^f  d^teS^^c^^t? ^"^^^  '^^^"^  ^^ 
detention,  and  the  offLe^  nf^e  '  ^*^  ^^  ""^S  *^^  of 

C    ACCESS  TO  BASIC  AMENITIES.  Whether  beine  held  in  .. 

or  secure  detention,  the  following  shall'brfv^^al,;:  liZ^es^''''' 

(1)  Reasonable  access  to  toUets  and  washing  faciUties. 

(2)  A  snack  if  the  juvenile  has  not  eaten  within  4  hours. 

(3)  Reasonable  access  to  drinking  water. 

(4)  Privacy  during  visits  with  family,  guardian  and/or  lawyer. 

(5)  Reasonable  access  to  a  telephone. 
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d.  WELL  BEING/DISCIPLINE.  Arresting  officers  are  responsible  for  the 
seomty,  safety  and  well-being  of  juveniles  they  tre^to  aStodv 
Wever,  officers  shall  not  discipline  (punish/juvenS^es  ^tlp'^rary 

e.  SUICTOE  RISK  AND  PREVENTION.  Anv  iuvPnflp  wK« 

shaU  be  kep.  under  cox..ar..  P^rsT^'Z^^lu^^X'^^^S.f 

t    USE  OF  RES-mAlNTS.  Juveniles  may  be  handcuffpH  f«  f». 

Whenever  they  present  a  threat  Jthe^^^lt^r^oSe^s!^^^^^^^^ 

medical  attention  K  reqiSred,^eataem  siLT^'h"  •'  ^^^^^^ 
nearest  emergency  hospital   Akos^DG^no  a  ^"^^"'"^  "^  ^' 
Prisoner  Security.  ^°  ^'^^'  Absentia  Bookings  and 

F.  NOnnCATION  OF  PARENT  OR  GUARDIAN 
L    LOCAL.  Whenever  a  juvenile  is  ta^cfi'r,  f«  «, 

other  law  enforcement  i^^XT^e^nl^^"'  ?*  "  '^'^^  ^^«°«  «' 
notifying  the  juvenile's  DarJn  ^!  ^f *^8  ^^^^er  is  responsible  for 
Notifi^fion  marbTLd^eTv  tel!^^^^  responsible  relative, 

transportaaonto^th^ell^v':^^^^^^^^^^^ 

''    ^^s^T;Zrj''^:fj^^^^^^  ^^  -^^  ^  -nect  telephone 

notification  fannot  be  maL T^S^  °"  ^^^°^^^-  "Native.  If 
the  local  law  enforcement  age^c^.^'  ^^^^  ^°^  notification  through 

'   r'e°prSro^Sirw^.f^^^ 

taken  to  notify  parents  or  ^S"^^"  °'  ^^^^^^  °«^«  actions  were 
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G  SEARCHING  JUVENILES.  Juvenile  arrestees  shall  H.  c        u  .  • 
for  weaporxs,  corxtrabarxd  arxd  iteToU^TelJ^e^Z,^^^^ 
oiUy  by  an  officer  of  the  same  sex  as  the  juveSe  ^^  conducted 

there  is  a  life-threatening  sf^^on^o^fiS'  ^^  "^^  ^  *^^  j"^^^^-  « 
opposite  sex  ^  situation,  an  officer  may  search  a  juvenile  of  the 

H.  TRANSPORTING  JUVENILES 

'■  :ZuS^''-  °«'''"^'^"''"-«™S'yt'-portiuve„ileswithadult 

b-ansport.  Tl,e  offic4  m^f tef„?^  S^Sf  ^W^'  *«»  "^e  officers  shall 
their  destinaUon  and  theTd^e's  s^*   CommuiUcaHons  Division  of 
must  give  the  vehicle's  InSifjl^^  "^"Se-  Upon  arrival  officers 

3.    "S^OFSEATBELTS.SeeDGO9.04,SeatBeUPoUcy. 
II.  PROCEDURES 

A.  TEMPORARY  CUSTODY    u/l,      »  i  ■ 

under  Secdons  601  or  602^J2rc,f!onZ''Zl  X'S:  ^  ""'""^ 

1.   Search  the  juvenUe  for  weapons,  evidence  or  contraband. 

^   Read  the  Juvenile  the  Miranda  advisement  f625  (c)  W  &  I  Code] 

'   S^e^rirn^^i;-^'^'^  P--'  ^^^  o^  -ponsihle  rela«ve. 

'  s^s*^i"r^r.:sirL°i^°tsr'(^s.,vcc).  .possiM^avoid 
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5.    Excep  where  physically  impossible,  but  no  later  than  one  hour  after  thP 
juvenile  has  been  taken  into  custody,  allow  him/he/fn  m.i?... 
telephone  calls  (627  (b)  W  &  I  Code)  ^"^ 

'    fo™2^  pr^^^urt'^^  '  ^^^^^^  '''  '  --^^  Offense  (602  W  &  I), 

'•    '^^r'''^^%'Ti:':^^^t,f^y  -^  SFPD  245)  in  the  nonnal 

list  the  offense(s)  courted   Tai"/^:'^^^  '^^  ^^-^^^  -^ 

incident  where  others  are  dted  or^^o^  f^^  ^^  ^^"^^^  ^  ^^  «^^ 

5.  -Do  not  process  the  juvenile  or  obtain  a  T'  number. 
C  CITATIONS 

1.  CRIMINAL  OTATONS  (602  W.I,  See  DGO  5.06,  Citation  Release. 

2.  ^AmCE^cnoN  CITATIONS.  See  DGO  9.01,  Traffic  Enforcement 

na^ative  of  the  events  I'eali^^ToX  ^Jrt  ^/ex^jj^ '^  ^  ^""^'^'^ 

1.  300  W&  I  Code -shelter. 

2.  601  W&ICode- beyond  parental  control. 

3.  602W&ICode-2nPC(robbeiy). 
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E. 


2. 


3. 


JUVENILE  NUMBERS  AND  PROCESSING 

1.    JUVENILE  NUMBERS.   A  juvenile  number  C-T"  r,       u    ^ 

when  formal  action  is  tLnlaSTa  juvenile  ^^'^cS'^'  ^  ^^^^^^ 
&  I  Code,  or  when  enroute  to^S^^.^    ^"^^^  ^^°"  ^01  or  602  W 
Service.    'T  numbers,  however  ar^Tt^ep^lSe^l'^T^^^ti- 
diversion,  or  shelter  (300  W  &  I  Code^  contact  admonishments, 

'   ^"w'de^^S^r^^^^^^^^^  Of  juveniles  may 

was  last  processed.   P^ocessingTsTon^alS^^re^''^^  "^t  ^^^'^  ^^  ^^^n^e 
Identity  cannot  be  ascertained    SethS  .^^^^.  ^^^^^er  a  juvenile's 
DMV  identification  card,  studen?S)dfro  °  rd"^  '^"^^"^  ^^"^^  CDL, 
Identification  by  parents  teacher.  .^^      ,     "*  ^^  ^  Photograph, 
c^tactingthe/d^tiSa^r^S^;^^^^^ 
processmg  is  necessary.  ^"  ootam  a  ^    number,  ask  if 

thumb  print  on  theS  offte loht  '^S^'  "^,'^  '"^^^'s  ti^t 
-admission  fonn  (see  SecHon  EzTZl^tt'^P^  Mdenrod)  of  thV 
method  used  to  confirm  the  juvenU^AS^S/""  "'°''^'  ™P°"  *^ 
CHANGE  OF  CUSTODY 

juj^mle  and  book  Wm/h^arVGc/ nSI'c^T'^*^  P^=°"  ^'  ^ 
^™  competed  .th  a  nota^on  that  the^r.^tu'^eS,:  ^^^^d  at 

If  a  person  booked  at  Cf  #1  i<:  f^,,^^  ^^. 

^ansportation  to  VGC  shS  ^^'^dt  bv  !  5^"^^'  P^°^^-g  -^ 

be  used  If  the  juvenile  is  violem         ^    ^^^^^^^^  ^  ^t-  A  wagon  may 

When  a  person  over  18  vearc  ^.f  .r.   - 

he/she  shall  be  booked  a??GC  if  IVLf'"'"^  ^°^  ^  i^^^^e  wairant 
are  o^er  charges  commitied'21^;,^^^^^  If^^e 

#1  and  place  a  hold  for  the  Juvenile  Co^°^  ^^^'  ^°^^  him/her  at  CJ 
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CONSENSUAL  SHELTER  AND  MENTAL  HEALTH  SERVICES    Section  25  9 
of  the  Qvxl  Code  allows  a  minor  age  twelve  and  over  to  obtaSTshdt^r 
services  and/or  mental  health  services  without  parental  consent  whSi 
he/she  IS  alleged  to  be  the  victim  of  child  abuse  or  incest,  or  when  heTshe 
wotJd  present  a  danger  of  serious  physical  or  mental  hann  to  sdf  or  otes 
The  law  requires  the  shelter  to  make  efforts  to  notifv  the  r,JZr,f^^hZ 

"^eZTr"  '^^^'  ^^^i^-  -^  P-^^^^^'  *^e  prol'sstnST^LroT^' 
treating  the  mmor  may  determine  that  it  is  not  appropriate    In  s^^^^  th. 

H.  UNDER  THE  INFLUENCE  OF  ALCOHOL,  DRUGS  OR  NARCOTICS 

Juveniles.  ^°  ^•°^'  Psychological  Evaluation  of 

J.    MISSING  JUVENILES.  See  DGO  6.10,  Missing  Persons. 
K.  SEXUAL  ASSAULTS.  See  DGO  6.16,  Sexual  Assaults. 
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San  Francisco  Police  Department  H  Q2 

GENERAL  ORDER  Rev.  06/01/99 


PSYCHOLOGICAL  EVALUATION  OF  JUVENILES 

This  order  presents  guidelines  for  arrangement  of  emergency  psychological  assessment  of 
persons  under  the  age  eighteen,  mcludmg  coordmation,  emergency  medical  treatment  and  filing 
01  cnmmal  charges.  ^ 

L   INFORMATION  AND  GUIDELINES 

A.  PSYCHOLOGICAL  DISTRESS.  Occasionally,  officers  may  come  mto  contact  with  a 
juvemle  who  appears  to  be  in  acute  psychological  distress.  In  addition  to  many  other 
symptoms,  this  distress  may  be  characterized  by  severe  depression,  suicidal  behavior  or 
threats  of  violence,  thereby  constituting  a  danger  to  the  juvenile  or  to  others. 

B,  COMPREHENSIVE  CHILD  CRISIS  SERVICE  (CCCS).  CCCS  is  a  program  of  the 
San  Francisco  City  and  County/San  Francisco  Department  of  Pubhc  Health/Division  of 
Mental  Health.  It  is  the  City  and  County  of  San  Francisco's  designated  agency 
responsible  for  psychiatnc  evaluation  of  persons  under  1 8  years  tho  may  require  urgent 
psychiatric  services.  CCCS  is  a  mobile  response  umt  available  24  hourTa'da?     days' 
CCCst  \Tur9TZr  °^^PP----^^  ''  — •  The  telephone  nLber  ^ 

'•  aTsSScCcT ^""^'^  ^"  ^^'^''  ^^^^  ^^AITING 

(415)206-8125 

Accepts  children/juveniles  seven  (7)  days  a  week,  24  hrs  a  day. 


DGO  7.02 
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II.  POLICY 


Section  5585.50  of  the  Welf  J^d  i^^tLion^  Code  P/y^'j^'^g^^^J  distress.  Pursualit  to 
psychiatnc  evaluation  when  the^^  raTsuh  o/^^^f '"'  ^'^  '"^^  '  '"i"^^  ^^' 
others,  or  to  himself/herself  or  iT^av.W  d^.2t     T    u  ^''°''^"''  ^^  "  ^^^^^  t° 
treatment  is  not  available  I^ese  aSTe  s^'t  >  and  authorization  for  vohmtary 
5150  W  &  I  Code.  "^^  '"^^  '"^""^  ^^^  ^PPJy  to  adults  under  section 


III.  PROCEDURES 

A. 


CCCS  ASSESSMENT  WITHOUT  PENDING  CRIMINAL  CHARGES 
When  requestmg  an  assessment,  follow  these  procedures  "^°^^- 

I .  NOTIFICATION.  Telephone  the  Comprehensive  Child  Cri,i.  .      • 

1.  CITATION  PROCEDTJRPQ   \iru      ■   ■ 

citation  (see  DGO  5  Oeat^t^l'':' ''  appropriate  to  issue  a  criminal 
CWld  Cris:s  Serv.ce  ^d'  ^J.ZTk:::^^''''''''  '^'  Comprehensive 
you  at  PES  m  San  Franc.c^GeLrHoTpSrcc^^^^  ^'T  ""^  "'* 
not  be  cited  to  the  custody  of  CCCS.  ^  '^^^"^^"^  °^y-  Juveniles  may 


m 
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discuss  the  situation  with  vou  and  wfn  1^  f  ^^^^  assessment  team  will 

evaluation  should  take  place Tr  A    ^"''™^",^  ^^  ^^^^^ion  of  where  the 

for  Evaluation  and  Trea  Je„0  ,„'Kl  '  Neurl""T  '"'  ''■"°"  ^^"="'^0" 
Mary-s  Hospital.  450  S.a„yan  S^.Ta^F^ctcTcCC^?,^  h"''""'-'  ^'  5•• 
thejuve„,e/cI^W  wil,  be  hospitalized  a. S  Autey  4 to  e Tf ™"=  ^^''^" 

■No„f3cati„n  to  be  provided  ,o  iJ^moJ^TTo  '"^.'^,*'  '^'="°"  '^''^'''i 
you  w,ll  book  the juvemle into  YGC  in absenTr^^T'  ^"'"^ *=  ^'^^ ">at 
--y,co„ple.eanadn.ssio„sfo'ja:S:er'-«^^^^^^ 

.  NOTfflCATION  AND  TELEPHONE  CALLS 

'■  «bi™:i°  iscrr'"^  r  ^"^^'^'^  "-«•  ^-^-  °^ 

detained  for  assessment.  InfiZ  fc  p^l  oV"™  h ''  "J"  ""^'""^  ^^  '^  ''="8 
dimng  the  assessment  or  shouM  be  access  Me  fvh™  *''  "'^y  ""y  ^^  P«^=nt 
evaluation.  accessible  by  phone  to  talk  with  CCCS  during  the 

2.  TELEPHONE  Calf  <;  a^  ■ 

completed  phone  calls':  a)™rpZrl%*"  "''*=  ""  ^  "«*'  '^  "^^  at  leas.  (2) 
and  (1 )  to  an  attomey.    '  '        ""'"''  «"^*»-  ^sponsible  relative,  or  emplo^r 


^ 
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D.  COORDINATION  OF  CCCS  ASSESSMENT  WITH  EMERGENCY 
MEDICAL  TREATMENT.  When  requesting  an  assessment  of  a  juvenHe 
rece,vmg  emergency  medical  treatment  who  is  not  m  custody  for  a  cnminal  offense 
follow  these  procedures:  oucnse, 

2.  APPLICATION.  An  assessment  team  will  most  likely  meet  with  vou  in  the 
emergency  room  and  complete  an  "Annhcalion  for  t,  u      r!     ^ 
and  Treamient"  in  order  to  satis^  hSi     ?  I""""  Detention  for  Evaluation 

of  a  mmor  who  has  norbeerSallfS"  "'"'"*  '°"=^  "''""'  '-■"-' 

'   h'Sa^le^^e^tCea:™""  "  "'  '°'"'"  "'*  *=  J^nile/child  until 

'•w°™X'cts,o?o?thtrp:^^^^^ 

emergency  medical  treatment.  Psychological  assessment  along  with  the 

'■  t^erge't™  m  Z7:^Z'Z'^^r'' ^'^^>y  "=''  ^'^  ^-  "  *= 

and  Treamrenf  fa  order"'      sfyhX^sfe:'';"""/  °"="''°"  '"'  =-'-"°n 
of  a  mmor  who  has  not  been  ofHcially ItaS!^     *"''"«  '^'"''  "^'""'  "^^adnent 

3.  CITATION.  If  appropriate  (see  DGO  ,06.  Citation  Release)  cite  the  juvenile. 
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following  these  procedures:  '""""  *'*  "■'  ™«gency  room  staff  by 

EnforcemenTAg^ncy^.  "'  *'  ''"'°"  ^""fi^'io"  to  be  Provided  to  Law 

the  Youth  Guidance  Cetie   The  Z«  T'T'"  ^™"'^"°"  ^^  Treatm^"'"  'o 
officer  shall  remain  at  ftehnl^v  f   T  ''°°'""«  P™'^^^^  '=  <^°"Pl«e.  The 

reheve  him^er^f'^otrX  Se^r^J'™  "'""^  ^"^  ^°^  ^^^  '» 
F.   INCIDENT  REPORT 

1 .  NO  PENDING  CRIMINAL  CHAR r.P<:  m  :        ■    ■ 

Case/5150  Evaluation/CCCS  ''  ""  "''^'^""^  '^P°^'  ti«e  it  "Aided 

2.  PENDING  CRIMINAL  CHARnp<3  t^    •    •    , 

incident  report  and  tule  ^W^cpnr^'jJ^^:',  ^'"^^^^  -^o^ved,  wnte  an 
Evaluation/CCCS.  ^^^  °^^^"'^'  ^-S"  Batteiy/Fists/Aided  Case/5 150 

%'5S'^"----»°^««heru,forrnation,callthe;uveni,eDivi.o„(4,5) 
Monday-  Friday  0900-1700  hrs. 
During  non-business  hour.,  contact  Operations  Center. 


Reference^ 

DGO  7.01,  Juvenile  PoHcies  and  Procedures 


San  Francisco  Police  Department  '7  n-> 

GENERAL  ORDER 


DISSEMINATION  OF  INFORMATION  REGARDING 
REGISTERED  SEX  OFFENDERS 

TTie  puipose  of  this  order  is  to  establish  a  unifonn  policy  and  procedure  for  the  pubhc 
dissemination  of  mfonnation  regarding  certain  registered  sex  offenders.  Lawful  disclosure  of 
this  information  is  descnbed  in  Penal  Code  Section  290  and  290.4,  Cahfomia's  "Megan's  Law ' 
^t1oonS"'"r'^°7'°'tf^-  ^^^^^^^'^^"^^^^ -8^°^-^  serving  a  population  of  more  ' 
fn^R   .'  p   v        ^rf  P''^^'  '''''' ''  '  ^^-^^^  ^^^  ^°"^  information  on  all  Serious 
and  m^  Risk  sex  offenders  m  the  State.  Additionally,  agencies  may  make  disclosures  of 

'^^'o  ?1^°'™^^°°  '^^^<^S  High  Risk  and  Serious  (as  defined  in  Penal  Code  Section  290 
and  Cal  DOJ  Bulletin  96-19-BCIA  [09/12/96])  sex  offenders  to  the  pubh^  L  cet^^ratfol 

I.    POLICY 

Lict^^^H  '^*^'  ^^r"  ^r°'^''  ^'''''  Department  to  make  information  on  High 

shaU  develop  and  maintain  a  hnrp,..  ««r     1  .       .^  Chief  of  the  Airport  Bureau 
Mateo  guidelines.  "  ^"^''^  "^^^  '°°^°"°^  *°  ^^'^  O'-der  and  the  San 


n.  DEFINITIONS 


The  California  Department  of  Justice  CDOD  has  catPanri,«^       u       • 

either  High  Risk,  Serious  or  Other   nkH.         ^^^^g^"^^^  each  registered  sex  offender  as 
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A.  Categories  of  Registered  Sex  Offenders  (as  defined  in  Penal  Code  Section  290  and  Cal 
DOJ  Bulletin  96-19-BCIA  [9/12/96]) 

1.  High  Risk  Sex  Offenders 

High  Risk  offenders  are  serious  sex  offenders  who  have  been  identified  by  the 
Department  of  Justice  as  having  a  higher  risk  of  re-offending  and  who  may  pose  a 

foTZ'^^"" '°  "^^  rf '•  '^'''  °^'°''^  ^"^  °^"^^P^^  ^'^^  ^d  conations 
for  violent  cnmes  mcludmg  at  least  one  conviction  for  a  violent  sex  offense. 

2.  Serious  Sex  Offenders 

f^JlT'  r  °^^°^f''  ""^  ^^gi^^ts  convicted  of  felony  sex  offense  (except  those 
hsted  m  the  "other"  category)  or  of  misdemeanor  child  molestation. 

3.  Other  Registered  Sex  Offenders 

Other  registered  sex  offenders  are  misdemeanants,  except  those  convicted  of 
misdemeanor  child  molestation  per  Penal  Code  Sectionr647  6  Ld Tsrn  L  tu 

TpS    ^     ^°"^°°  ^oncemmg  these  mdividuals  may  not  be  released  to 
B.  Definitions  relating  to  disclosure  on  Serious  sex  offenders  (Penal  Code  Section  290) 

'■  mtSb?.'rrro'"do:^et  t  ^T^-«---°n.  o^  other  con»um.y 
offender  vi^itTo    sTdy  .o^^ti  "J','^  *=  f  »^- '--  »'  -  ^nployed,  or  ta  to 
reasonably  prabable      ^  °  '  ""^^  ''^'^'  ^<'  '=<»"^'  "^i  <!>=  offender  is 

m.  PROCEDURES 

A.  Public  Access  to  the  CD-ROM 

'■  b^ufeplr'""  '*'  °=P""^-"  ^'  ^'  ^^  CD-ROM  available  for  viewing 
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2.    Tlie  computer  containing  the  sex  offender  CD-ROM  will  be  maintained  in  the 
identification  Section,  fourth  floor  of  the  Hall  of  Justice. 

^'  ^.^llsT^  "*'"  '^'  ™"'^°"'  '^""'^^  *''"'*  ^"'^y'  0800-1  MO  hours,  on  a 

4.  Membas  may  only  use  the  infomiation  obtained  from  the  "law  enforcement  onlv" 
pomon  of  the  CD-ROM  while  perfotming  the.  duties  as  San  FrSdscoToUce  "^ 
Officets  or  pobce  employees.  While  acting  a.  private  citizens  wtthin  Aeir  home 

::rr;r.rrtcre:;^:^'-^^^'----'>--^°^o" 

.  Police  Dissemination  of  Information  on  High  Risk  Sex  Offenders 

;=:ro7aS:rstn4r'"'n''^^"^^^^^^ 

mgn  Kisk  sex  offender  m  order  for  there  to  be  pubhc  disclosure 
Penal  Coda  Sectionl9rr  "  "™'='' '°  '^  "'^''»  '=  '•"'^""-^  by 

^•b"tgpt^rr;tot:r7bbt"'=^-"-'^'-'^^''^='^°-t,o„is 


3:7 


I 


DGO  7.03 

Rev.  05/13/98,  Eff.  05/27/98 


D. 


3.    After  maJdng  notification  to  an  individual  or  group  of  individual,  th.  .«;        u  „ 
4.   Direc,  Police  DUsemtoadon  of  Infon.a,ion  on  High  Rislc  Sex  Offenders  ,„  m=  Public 

the  offender's  status  as  a  San  pZcisfo  ™,S'  <;     "?"  '""  '="«'=^"™  "^ 
only  be  disclosed  wiflnn  the  "co^rt^^'^h  ^"l",^  "S^nnation  may 
utilizing  media  resources  Jb^^Zl,  "'    ,     *""  ""=  '^^"'^™  ""•^'' 
the  City  and  County  of  SaTp^dl  Pubit     h^'  ''^"'>'  ^"''""^  "'y""" 
^ppn>val  of  d.e  Deputy  ChiefXe^^tioL"  B^u ;''^'  "'  """^  ""'^  °" 

'srL''n'::s?ot?roSr"'^r^'--'''^»^--' 

disseminating  infoL&n°X  "bt  ?^'/'^'  "=  ^^^""-^'"'e  for 
coordinate  the  notification  toouXh ' .         ^^'^''Sat.ons  Bureau  shall 
wWch  the  offender  is  r^st^^  '=°"°»<^«  °ffi<^=r  of  the  district  m 

Pohc^Dissemina..onoflnfo,n.ationon Serio.se,  Offender  to Membe. of thePubhc 

^^:rt.:f,h"a[rs;^sr;rssr'"°"^'^^^ 

offender,  and  that  the  offenderTs  i^  V   ^         "'  '  '"'^<-'^  "f^  Serious  sex 
petson,  the  officer  shall  '  '°"''^>'  °^°' ''  '^^'y  to  encounter  thl< 

^  sr^roSr:?;eii,xrr^^'^-'^°-''°- 

situation  with  the  officer  2d  delete  „h^   'r'™'"^  *^'  ■•=^'"  the 
disclosed  to  the  citizen,  and  >nfomiation,  if  any,  should  be 

'■  ^e"sS;ttrEi  t:XT;!'r  ^^:  *= ^^^  ■^°™^'i°n  about 

authorized  by  Penal  Code  Secu^fjso'td         "'  "^°'"^«°"  '»  *«  -W^f" 

^rgpt^r,^.„tr;ubhtr^--=-•^•-^or.atto^ 
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d. 


after  making  notification  to  an  individual  or  grouD  of  indiviHnoTc  tu     «: 

an  organization,  the  offirer  ch^ii  ^^^  i  *  ^-^vny  uiai  may  warrant  disclosure  to 

ofBc^  .«,ue  A  s-h  n„"Sr'       '  '^^°^^  ">  ^^  or  her  con^ao^, 

■he  Serious  sex  off^d^s^^M L^ ^1!^''^^"''^  ^'  '=^'  °"=  '^"^  "' Jk)  .o 
likely  ,0  visi,  on  a  rejar  bSs   Anv  h^        '  "  °,*"  ""  """^re  the  offender  is 

'  J^t^Sir^rrsiSire-sr.'^^^-- 
.t=or.o°s^fr:::=--"™-<^"^^^^ 

notificahon  tf^ugh  me  c!^^ToS^ZZ7Z^^'  '"""^^'^  *^ 

or  community  memben,  are  located  '^'='  "  *"'=''  *=  organization 

E.  Reporting  Requirements  for  Sehous  and  High  Risk  Sex  Offenders 

asclosure  fonn  and  shall  be  prov  ZtXa  coo^if  '"'''  "^^^^  ''^'  ''^  "^ 
more  than  one  individual  about  the  LeL  oZi'TT"^-  '''^  ""^^^  "'"^^'^ 
-y  us.  a  smgie  disclosure  report  hs^g^  ^^p^^td™'  •*"-'•  *^  "^cer 

on.    The  repon  shall  mclude  the  following  infonnation- 
-    Name  and  address  of  the  pe.on(s)  nottfled  about  the  sex  offender, 
b.    Name,  including  ahases,  of  the  offender. 
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c.  Identifying  numbers  of  the  offender:  SF#,  CUU,  SSN,  CDL,  etc. 

d.  Race,  sex,  date  of  birth  and  physical  description  of  the  offender. 

e.  Home  and  work  addresses  of  the  offender,  and  whether  (including  when  and  how) 
such  addresses  have  been  verified. 

f    Other  specific  locations  known  to  be  fi-equented  by  the  offender. 

g.    Other  locations  where  a  person  at  risk  is  Ukely  to  come  into  contact  with  the 
offender. 

h.    Vehicles  (by  description  and  Hcense  number)  owned  and/or  used  by  the  offender. 

I.    Circumstances  under  which  the  offender  was  contacted  by  the  field  officer. 

j.  Reasons  for  beheving  the  person  to  whom  the  ofiScer  disclosed  the  information 
was  at  nsk  and  any  information  about  other  person(s)  who  may  be  at  risk.  This 
apphes  to  notification  regarding  serious  rather  than  High  Risk  offenders 

3.    The  officer  shall  fonvard  the  Sex  Offender  Disclosure  Report  to  the  Sexual  Assault 
Section  for  use  m  updating  its  files  on  registered  sex  offenders  and  to  determine  if  any 
additional  notifications  should  be  made.  If  the  notification  was  made  about  a  child 
molester,  the  Sexual  Assault  Section  shall  fonvard  the  infonnation  to  the  Juvemle 
Dmsioi^  who  shall  determine  if  further  notifications  are  to  be  made    The  Sexual 

^^tuL  tt'''°''f ''''^'  ""'^  ^°'^''^  ^'  mfomiation  to  the  Identification  Section,  which 
shall  use  the  mfoimation  to  update  DOJ's  Violent  Crime  Information  Network 

F.   Release  of  Information 

1 .   Before  disclosing  infonnation  abou.  a  High  Risk  or  Serious  sex  offender  to  an 
orgamzatlon  or  to  the  general  public,  the  unit  responsible  for  maktng  the  todosure 
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a.  send  an  officer  to  the  offender's  residence  or  business  address  to  verify  or  attempt 
to  verify  that  the  offender  lives  or  works  there.  Offender  address  information 
must  be  verified  prior  to  disclosure  of  an  address. 

b.  attempt  to  notify  the  offender  of  pending  release  of  the  information. 

2.  Members  shall  not  enter  information  about  sex  offenders  on  the  Internet.  This  does 
not  apply  to  wanted  subjects  whose  information  is  entered  into  a  computer  network  in 
the  course  of  a  member's  duties. 

3.  Members  shall  not  release  information  identifying  victims. 

4.  Refer  to  Penal  Code  Section  290  for  information  that  may  be  disclosed  regarding  sex 
offenders. 

5.  When  the  Sexual  Assault  Section  or  Juvenile  Division  authorizes  an  organization, 
community  or  general  public  notification  and  a  bulletin  is  used  for  this  purpose,  the 
foUovting  information  shall  be  printed  on  the  bulletin: 

"The  San  Francisco  PoUce  Department  is  providing  this  information  to  protect  you 
and  your  children.  Any  person  who  uses  information  from  this  notice  to  commit  a 
crime  against  a  sex  offender  can  be  punished  by  up  to  five  (5)  years  in  state  prison. 
This  notice  is  not  to  be  duphcated  without  the  express  permission  of  the  Chief  of 
Police  or  authorized  representative." 

6.    Members  shaU  not  give  legal  advice  to  the  public  or  the  media  regarding  "Megan's 
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San  Frandsco  Police  Department 

GENERAL    ORHFI?  S.Ol 


08/03/94 


CRmCAL  INQDENT  EVALUATION  AND  NOTinCATION 

incidents.  ""^^  madents,  and  defines  situations  constituting  criticaJ 

I.   POLICY 

made  by  the  District  cS,S  if'^Tte^!?"?"  ""  "»«fi-tIon  shaU  be 
Captaii.  If  neither  is  iiS^'ely  avaS^!^"  ?'  "^'"''""'  *»  Nigh. 

'•  ™SSSS2L^S^"^'^^^^S.  I^etoUowingsituations 

1.  Hostage^arricaded  suspect 

2.  .Sniper. 

3.  Citizen  shot  by  an  officer. 

4.  0«icer  shot  or  criticaUy  injured  while  on  duty. 

5.  Riot,  insurrection  or  potentiaUy  violent  demonstration. 

6.  Prison  break. 

7.  E>q>losion  of  a  destructive  device. 

8.  Airplane  crash. 

9.  Officer  arrested  on  or  off  duty. 

10.  Major  fire  (five  alarms  or  greater). 

11.  Hazardous  material  incident 


DGO  8.01 
08/03/94 


"•  ^^Z  '^'^"•"<"^'  •"««'  '"-"-"ion,  ew  involving  multiple 

II.  PROCEDURES 

A.  DUTIES  OF  OFFICERS    taa,^ 

^mediately  n^^e  c^„        ™'"^  ™*  a  critical  incident 

B.  DUTIES  OF  STATION  KEEPFRc:    t 

his/her  absence,  the  LiemS^f  ^^^^f  ^y  inform  the  Captair.  or  in 

C  DUTffiS  OF  THE  EVALUATING  OFFICFR    T         . 

scene,  assume  command,  ev2at?^  c^  Immediately  respond  to  the 
notifications:  ""'  ^"^^""^^  *^  ^^^^t^on,  and  make  the  following 

1-   I^e  Field  Operations  Bureau  during  weekdays,  or 

'   ^';t&^-eeLr^^ 


ReferpnpAc 


^vent  Management  Manual,  SFPD 

-.-cy  0,..«.„,  ,,,„,  eity  ^  County  of  San  P.andsco 


San  Francisco  Police  Department 

GENERAL   ORDER 


8.02 

08/03/94 


HOSTAGE  AND  BARRICADED  SUSPECT  INCIDENTS 

Tlus  order  specifi^  procedures  for  handling  hostage  and  barricaded  suspect 
Ameers   '  '''^^^'^''  negotiation  poHcies,  and  outlines  the  duties  of  responding 

I.   DEFINITIONS 

A.  HOSTAGE  INCIDENT.  A  hostage  incident  is  a  situation  where  a  suspect 
holds  aixotiier  person  against  his/her  will  and  where  the^^  ISv 
would  be  in  violation  of  236  P.C.  (False  Imprisonment).  generally 

B.  BARRICADED  SUSPECT  INCIDENT  A  har^nVo^^^ 

Situation  where  a  criminal^^'Sf^on^v^g':^^^^^  • 

position  armed  with  a  gun,  explosive,  or  a  weaLTSoabi  of  h^l  .^ 

and  presents  a  deadly  hazard  to  arresting  officii       ^  ^^^  °*^^' 

n.  PoucY 

B,  BARRICADED  SUSPECT  INaOEMT*;   Tt,  h,^ 

his  anest.  it  is  the  policy  of  the  San  Fmid^o  PoUce  De^»,  ?„  ™^  """" 
hosuge  negotiators  to  attempt  a  negotiated  suiw^de^  '^"^'"'  *°  "" 

C  NEGOTIATIONS  POUCY 

'  S^oS^aorab^utSe^^S^ert  S^r  I'^  "^  '^^-'«  ^  "a^^'OIe 
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negotiations  shall  be  used  only  as  a  last  vf^^n^l^   posidon.  Face-to-face 

3.  DEMANDS.  The  Suspect's  demands  wiU  be  evaluated  bv  fl,«  h„  . 
NegoHaUon  Team  and  relayed  to  the  cZJ^Hn^J^n  ^       ""^'^Se 
negotiator  will  not  indepe^denUr^^v^^.     ^""'*'-  "°''"8e 
concerning  concessions  ^  CZ^X'^:^^Zi:Z^:^r 

Jdv^s^r"""""'  '°"*^«  ^"-  *'  '-p^ctta^t  ""is^^ti'cS"'"'" 

serious  injuiyfeee  DGO  f  01  it^^       *  ""  °*^  *'°"  ""^  <>' 

jury        DGO  5.01,  Use  of  Force  and  DGO  5.02,  Use  of  Firearms) 

in.  PROCEDURES 

^-  SSfolS^fse'Xd^tr"'  ™*  '  '"^'^^^  "  "-'«''«'  suspect 
I.  NOTZPICATION.  Notify  Commun^^tions  Division  of  the  situaUon. 

'  -^n^^earto**:ro^e'1f^''SS"»'^*^^««  Captain 
request  that  the  UeutenaS  rej^^d  *"  "^^^'^  *=  ""^  ^^^^We, 

3.  PERIMETER.  Establish  a  perimeter  around  the  location. 
4-    COMMAND  POST    PcfaKl,vu      /- 

Division  Of  its  loca^S^^^d  l5:T^^T.^^^  Cot^unicatio. 


DGO  8.02 
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B.  DISTRICT  CAPTAIN  OR  LIEUTENANT  DUTIES 

1.  EVALUATE.   After  arriving  at  the  scene,  evaluate  the  situation  confirm  that 
a  hostage  or  barricaded  suspect  situation  exists,  and  make  a^e  proSS^ 
notifications  (see  DGO  8.01,  CriticaJ  Incident  Notified. 

2.  COMMAND.  Assume  command  of  the  Held  Command  Pa^f  ;,nH  fh. 
responsibility  as  the  Operational  Commander  *^ 

3.  SPEQAUZED  UNITS.  Contact  the  Communications  Division  and  request: 

a.  Tactical  Specialist  Team 

b.  Hostage  Negotiation  Team 

c    Special  Operations  Group  SWAT  Team 

4.  NOTinCAnON.  Personally  contact  the  Deputy  Chief  nffV^oT?-  m 

5.  PERIMETER.   Establish  an  outer  perimeter 

""  -tf^'s^S^fthr^s?;^^^^^^^  -^-  specialized  units 

locations  of  these  a)mra^d7os^  ^^  dtr'^  "TJ  ^^  ^^^^^lished.  Tlie 
Commander.   WhethSTel^tW  .  determmed  by  the  Operational 

separate  location^rffystrof^tSreT^  ^^f  ^'  located^gether  or  at 
between  all  three  must  be  devel^X  ''''^^^*  communication 

1.     OPERATIONAL  COMMAND  POST/FIELD  COMMAND  POST    Tho  n         .-        , 
Command  Post  will  be  the  source  of  all  «^^  ^      I^^  Operational 
media  information.   It  is  alsoT^po^l^ie  f^^S"  >,r''5''"*>^'  ^^^^°^  ^^ 
an  outer  perimeter.  responsible  for  estabhshmg  and  maintaining 

2.     HOSTAGE  NEGOTIATION  COMMAND  POCT    tk    rr 

Command  Post  reports  d^eSt^  Sf^  ^^  •^^'''S^  Negotiation 
maintains  constant^S^ta^tS^  Se  TaS'r^'r^"''  Commander  and 
responsible  for  estabUshiTgTontartv^th  t^  Command  Post.  It  is 
exclusive  source  of  all  l^g'oS^ ^th^^tlfeVv^^^^^^^  "'  ^  ^^  ^^ 
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fh.^   COMMAND  POST.  The  Tactical  Command  Post  reports  directly  to 
hL?^''T''"^  Commander  and  maintains  constant  conta^  ti^^f/  '° 
Hostage  Negotiation  Command  Post.  It  is  responsible  for  devdopi^ 
tactical  plans  that  will  gain  advantage  over  the  suspect  and  Sec^CI 
those  plans  with  the  approval  of  thf  Operational  ComiCd^      ^ 


Referencfis 
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San  Frandsco  Police  Depaitment  Q   n>9 

GENERAL   ORDER  ^'"^ 


08/03/94 


CROWD  CONTROL 

This  order  estabHshes  general  policies  and  procedures  refrarHina  fv,^  n      -^ 
response  to  demonstrations  and  other  Fii^t^CnXenSlf  ^  ,^P^f  ^^ 
acceptable  crowd  control  techniques  and  lev^of  W  '  '^^"^^^ 

I.  POLICY 

pm„ar>.  mission  of  police  at  events  involving "«  s„teS^  ^'^t"  ^^  ^ 
3nd  respect  First  An.endn.en.  rights  to  ^./o^l',  l^^r^^^T,  ^l^^ 

B.  RESTRICTIONS 

picket  unless'thexe  r^^abel*™^.^^  ■""^'  ?"*«'  »' 

reasonable  concern  for  public  sJe^^ilTSTS^Jf^^ 

of  persons  in  the  area.  neaiui  or  the  safe  movement 


of  persons  in  the  area. 

2. 


"s^'?sr=o?r.°o'i^'ciTerf^tr^^°^''"^-'^- 

^  ^^bers  let  tbeir  own  .^T^^l^To^'^^^T^-f  ^SL 

'^  =n^°^iSt.L1a^- -- «n^^ 

or.enU..on,pH,sicaldisabiliaes,a^pe^::^",SiL^,^„---^^^ 

"  SSt'o^rr  J^^SreXt^eSr^''-'^-'^-^'' 

of  the  crowd  shall  be  useZ  T?e  orS^^  appropriate  to  the  size  and  noise 

over  a  period  of  time  and/if  „ece«^f±f^*  ^^  ^'  8*^="  «P"ledly 
lu,  u  necessary,  from  a  variety  of  locations: 
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F. 


law.  Before  rivine  the  mZ  f„  ^!    just^g  the  order  m  accordance  with 
whether  a  <L^^5  S.d^8e«  theXbl^'  ^'T  '°°™^<'"  •°'«'  insider 

even,  ™aer  dIreS'f  "owd  LtrdCa^P^a;^  ^r^ "  1"^' 
Of  force,  time  to  disperse  and  a  safe  and  dear  rm,;^^^^'  mdudmg  the  use 

provided  and  announced  in  the  sL^JZ^^l'^o^XX^'  "' 
DGO  5.06,  atation  Release)  ""'"^'^"^  engaged  in  cmninal  conduct  (see 


a  USE  OF  FORCE 


1.  REASONABLE  FORCE.  When  the  use  of  force  is  iustified  fi,       •   • 
degree  of  force  necessary  to  accomplish  ZtZl^^^  '  *^  nuimnum 
employed.  Officers  are  oennSTET  ^^*  °'  dispersal  shaU  be 

protect'themselves  o"X^from  boX^'^H 't  "^'  '^^"^^"^  ^--  *<> 
5.01,  Use  of  Force).  ^  *'*™''  ^'"^  "^^  °iore  (see  DGO 

2.    HORSES,MOTORCYCLES,MOTOR BIKES.  Horses  shall  nnf  K  . 

disperse  passive  individuals  who  are  sitt^i^  T^     ^  ^'^  "^^"^  ***  °^°^^  «' 
motorcycles  shaU  not  be^v^^S  a  '^1°;  ^^!  ^°^  ^°*°^  bikes  or 
contact  with  persons.  ^^'^'^  °'"  ^^^  '«  make  physical 

H.  USE  OF  NON-UNIFORMED  OFFTnjpc    o      r^^ 

Officers.  ^^tD  OFHCERS.  See  DGO  5.08,  Non-Unifoimed 

II.  PROCEDURES 

pl^^fee^?^T^S2rc^^^^^^^^  '^^T'  -°-^  --^^  -^  event 
Manual."  ^"^  ^"""^^^  Manual"  and  "Event  Management 

ReferenrPQ 

•^^^^  CoTzfro/  Manual,  SFPD 


San  Frandsco  Police  Department  ^ 

GENERAL    ORDER  ^'^^ 

08/03/94 

CRITICAL  INCIDENT  RESPONSE  TEAM 
I.    POLICY 

shaU  also  be  notSedl^d  ^^  '  ^d  !  Z'^''!f '"'  ''f"°P^'^-  "^^  t'^™ 

noaficaaon  of  family  membra  eiSomt^^rT"'"'  ""PP""  <'S' 
items,  etc).  '  "''"P"'""  replacement,  obtaining  desired 

C  DEBIUEnNG/INFORMATION   The  „„  „n  . 

assure  that  the  member  receives  a  folTn^     S"  ■"""""  "*"  ^'^'dule  and 
within  72  hours  after  the  taXVZ^j,^,",^"f"8  "^  -  .<}'-lifled  person 
with  informaUon  concerning  r«5iolLto^bV.,     '5  "^  ^"  '"  P™"'**'' 
J^^ation  regarding  a^^ble  ^sX ^"sTv^=^,rto'rm^3^d^tISr 

D.  CONfFIDENTIALITY   fViftV,!  t      j 

which  relate  to  peer  support  conuniud^  W   ^^         '°^^'  ^"^°^  ^'  D' 
E  TRAINING 

"  K«por^^sx°j;;^crs2;^''-'«''««cai.ncident 

mvolved  member.  coordmate  personalized  training  for  the 

^Sardlng  the  ^^^^^^.fZT^'^L^^ZVo'Z"^'^ 


DGO8.04 
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F.  PEER  SUPPORT  STEERING  COMMlriHE 

1.  "^'Pfef  Support  Steering  Committee  shaU  meet  monthlv,„H       ■ 
mhcal  incidents  involving  members  of  the  SeplZe^^^.  r'™"„ 

s^^s"e--t^.rr"-^'^'™"^-'^sn?eL'r""^^ 

relevant  units  ^'"*'  ^^  Personnel  Sergeant  and  other 

II.  PROCEDURES 

^'  nS^alTB  J^r&t  I'^Oot'T^^^?^^-  ^^  --tact  the 
contact  the  Operations  Cent^  "^^  '^^>''^-  ^^^g  ^  other  times. 


^°a^^t-r----No.i«..io^ 
DGO  11.09,  Employee  Assistance  Program/Stress  Unit 


San  Frandsco  Police  Department  -, 

GENERAL    ORDFT?  ^-^5 

08/24/94 
LABOR  DISPUTES 

duties  of  officers  whe^  "^latiL  000^^^"^^^^  '^"^  ^'^^'''  ^^  the  enforcement 
I.   POUCY 

A.  PROTECTION  OF  HRST  AMENDMENT  RIGHTQ    u  •   .x.        ,. 
Francisco  PoUce  Department  Uut  ite  mln^h!  *  "."^  ^^  P°^^  o^  the  San 
disputes,  preserve  the^ace  nr^v^nf  ^  ?         maintain  neutrality  in  labor 
First  Amendment  righte        ^               °^''''''  "^^  ^"^^^*^  the  exerdse  of 

B.  ENFORCEMENT  AUTHORIZATION   Anvd.^c-      *    .. 

action  pursuant  to  a  court  orS^s^  bet^t^^S^ i°,^^  enforcement 
supervisory  officer  on  the  scene  prior  to  ^y  a^st        "^°"^^^  ^V  ^ 

II.  GUIDELINES 

A.  PICKETING  AND  LEAFLET  DISTRIBUTION 

lawfuUy  be.   The  right  to  pi^^howev^^^'  ^^^^  ^^  P^^^^  ^^Y 
break  the  law  in  any  of  L^fS^^^wa^;,^^  "°'  ^^"^^  *^  "^^^  to 

'  ]S!L"'  -^^°-^y  ^^-^S  a  person's  use  of  entrances,  exits  or 
b.   Using  physical  force  on  persons  or  throwing  objects. 

Penal  Code].  "^mediate  violent  reaction  [see  Section  415(3) 

^   :^AP^...  DisWbution  of  leaile.  do«  „ot  require  a  pennit. 


DGO  8.05 
08/24/94 

D.  COURT  ORDERS 


statutes  or  ordinances  sS^S^t^etSl^i'f*  T  '""^"^  '"  "*°^^ 
distance  required  between  pS^ete    Z^.    ^"*^"'  *^  '""""n-  ^d  the 
fte  court  or  unm  a  preli»£^;tj^5;"S^:jJ.'^  """  ^"^'^-'  ^^ 

'■  hS^g»Tge="°:ers™esr"l"''"-"«*^-'onnai 
valid  ^til  th!  datrS  S^S.,*:  s^^'^.r^  ^  ^  ™0-  K^ains 
modified  or  rescinded  sp«ified  m  the  order  or  until  it  is 

4.    ENFORCEMENT  CIjlUSE 

foUowing  is  an  example  of  S  TiSorc^e^^  H  ^  order  occur.   The 
appears  at  the  end  of  a  court  orS?  ^^'^  "^^^  '^'^Y 

Penal  Code,  and  the  ap^c^r^te^  ^^n'"''"''  ^^^'^  '^  '^'  ^^^^nia 
to  take  such  action  as  ZrapTJnec^tr^i::'!  f''t'  ^'^  ^^^ected 
f„;^^^^'«f  violators,  in  ord^Z  ^nZTZunf'""^  ^'  "^^  ^''"'^^ 
and  compliance  with  this  order."  ^     ''"'^  complete  obedience 


DGO  8.05 
08/24/94 


b.   Whether  of  not  an  enforcement  clause  is  part  of  a  TRO  an  officer  h.. 

tClatlT'r  '''  r^"""^-   E-f— em  action  sTor  t  c^^'e" 
should  be  in  ^e  form  of  wammgs  and  advisements  prior  to  anv^its 
b^g  made.  Supervisory  officers  shaU  get  approval  of  coimn^^d 
officers  prior  to  making  arrests  at  the  scL  of  labor  disputS^ 
Supervisory  officers  shall  not  advise  oartie^  tntho  ifu^  i^' 
what  conditions  a^ests  will  or  ^Z^^atu^sle^^^^^^^ 
pohce  to  remain  neutral  in  the  hiehlv  ch^rcr^^  ^       °^  ^^ 

the  order.  ^  vauoity  of  the  remainmg  parts  of 

II.  PROCEDURES 

A.  ENFORCEMENT  DUTIES  OF  OFHCERS 

..     '    or^t?e7am'e°L%^X%:l^^^^^^^ 

•  officer,  you  have  dSetS^^toT^S^wh^t^^^^^^^  ''°^^^^'  ^  ^  P^^^^ 
action.  °  "^^"^^  ^^^*  ^s  appropriate  enforcement 

2.    GIVING  NOTICE  OR  WARNINGS 

violation  and^  op;o^^1r,Sp^r^  "°'''°''  "°«»  °'  *^ 
any  enforcen,ent  acdon  ^™"""''  "°'^  y°"  superviso?  before  taking 

result  in  arresi(s).  "^  P"™  *^*  non-compUance  may 


b 


c 
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4. 


picket  captain  an'd  that  a  wi^SSTw^*;^'""  "'^^  «P'^«d  to  the 
the  order.  ^      reasonably  believe  were  in  violation  of 


San  Frandsco  Police  Departmenl  Q   f\C 

GENERAL    ORDER  ^"^ 

08/03/94 

HRE  PROCEDURES 

I.  PROCEDURES 

A.  DUTIES  OF  PATROL  OFFICERS    WhPn  ^f  fK^  o^        r     ^. 

procedures:  ^^^^'-^i^i'-   When  at  the  scene  of  a  fire,  foUow  these 

1.  NOTIFICATION.   Notify  Communications  Division  if  the  fire  is ''on  v^.w" 
and  ensure  that  your  field  supervisor  is  notified    ""  ^^  ^^  ^    ^'^  ^^^ 

2.  TRAFFIC  CONTROL.    When  reauestpH  hxr  f),^  c-      r^ 

traffic  and  crowd  contr,^^  ^  ^^  "^^  ^^^  Department,  perfonn 

-"  ™nT  '"""  °'"^"='  '^^^'•'-^  "d  emergency  medic^ 

b.   Persons  with  vaHd  permits. 

c   Postal  and  PubUc  UtiUties  employees,  if  in  the  performance  of  their 

e.  Owners,  tenants  and  employees  of  buUdings  endangered  by  fire 


DGO  8.06 
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'•  p^ur^:  '^^°^  SERGEANTS.  When  noUied  of  a  fi.e,  foUow  th«e 

1.  RESPONSE.  Respond  to  the  scene. 

2.  NcmncATlON.  Notify  the  Ueutenant  of  conditions  at  the  scene 

'^  l^.oZ]^^'^-  ^»  -'^«'  °^  ^  «^e  in  the  district,  follow 

'■  S^S.'°''-  ^^'='"^''»-—«'P°«  and  enforce  fire  line 

'  SSX  lo^tS."  °«^-  «  P™'-*  *«  P'-i-  if  the  owner  or  agent 

4.   REPORTS.  Ensure  that  all  necessary  reports  are  prepared. 


Referencps 


^or/i'^rdp^af p'si'e^Sdr  °"  "'^  ^°'^-«- 

Event  Management  Manual,  SFPD 


San  Frandsco  Police  Department  0   07 

GENERAL   ORDER 


08/03/94 


HAZARDOUS  MATERIAL  INCIDENTS 

This  order  estabUshes  poHcies  and  procedures  for  officers  and  supervisors  to  foUow 
when  a  hazardous  material  poses  a  safety  threat  to  citizens.  The  oX  e^llS  thT 
levels  of  responsibility,  including  those  of  poHce  and  fire  depiSi^enf  pe^^el 

I.    DEFINITIONS 

A.  HAZARDOUS  MATERIAL.   liazardous  material  is  any  substance  that  can  m 
any  amount,  cause  illness  or  death  to  a  person.  ^uostance  that  can,  m 

B.  HAZARDOUS  WASTE.  Hazardous  waste  is  any  waste  that  because  of  it. 
quantity,  concentration,  or  physical,  chemical,  or  i^eL^^'^^JjZ 

n.  poucY 

A.  RESPONSIBIUnES 

D  1-     v/  "^^  ^^  Francisco  Fire  Department    TKo  c,«  c        • 

aervices  will  assist  m  maior  incident*:    Tho  r-^ii^       •       rT^*5«^cy 
manage  hazardous  n.a.eia  tadden,?o^L^°^vf  fen '''°'  ^ 
gnd^s  specify  U.e..p„„3ibm.y  Of  handli:.g^;r<Sc.^eU°l3„„, 

"  ^ftTn^;^^t'^^'''^'^^'  ^  "'  ^^  "sponsibiUty  Of 
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h  Incidents  mvovmg  the  disposal  of  crystallized  picric  add  crvstallized 
ether  or  chemicals  which  the  S.F.P.D.  Explosive  Ordin^ce^L^J'^ 
Umt  deems  explosive,  shall  be  handled  by  the  EOD  iSt!         ^^^ 

III.  PROCEDURES 

1.   NO-nnCATION.   When  arriving  at  the  scene  of  ^  y..-..  a 

supervisor  and  request  that  he/she  respond  ^  ^       ^'^ 

2.   POSITIONING.  Stay  upwind  and  out  of  the  path  of  th»>,,,    ^ 

Determine  a  safe  position  far  enoueh  awav^n  ,ii  h   fj^^""""'  '""^^• 
endanger  other  officers  or  dtil^.^        ^      ^  directions  so  as  not  to 

Z^Zt  no.'roS'ZrX^T  °'  '^^  ^'"'^^^  -^"-«  « 
binoculars,  if  av^IbTe'^oflk  *f^      **  f  t'^^  '°  ^'^  °"'-  Use 
Site  supervisor,  */o!:ni^fthfb^rg,°e*'  "*"^^'  '"^  °'"^''""^°" 

CONTACT.  Avoid  contact  with  Uquids,  fmnes  or  soUd  materials. 
'  SSTreleS^^^t).^*^-  —  (^mo^g,  flares,  combustion 

'  S'Se  aq"iS7^:ro?:or  *fiir°"^  "-^^  '^  ^-  -  -id  contact 


3. 


4. 


7.    REPORTS 


m^Ss  ^d^prso^rfr^'iTDe^l"^""^  *^  "-"«  °'  all  SFPD 
(parking  contrS  offiSis)  th"  rtp^LTr,"'  ^""^^  »^  traffic 
any  future  illnesses  that  might  be  ta^f.'^  ?^  '■*P°"  «™  be  used  to  track 
Forward  a  copy  of  the  r.^tL'lT^'^Z'o^^.  "  *^  ^^»^- 
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^   ^^,fy^OR'S  RESPONSIBILITIES.    When  notified  of  a  hazardous  material 
madent,  respond  to  the  scene  and  follow  these  procedures:  ^^^tenai 

1.   PERIMETER.   Determine  if  a  perimeter  should  be  set  up  depending  on  the 
nature  and  type  of  hazardous  material  involved.   The  p^ne^r  should 

to  it"?ht  F-^'n"^"  "^^  P^^^^^*  ^°^^  P^--*  from  £"  eto-d 
to  It.   The  Fu-e  Department  will  determine  the  size  and  location  ofX 

perimeter    The  SFPD  is  responsible  for  securing  thiTpe^et^^d 
keepmg  all  unauthorized  persons  out.  penmeter  and 

'■   ne,!fr!^  ^'^■-  ?'^^^^  ^  '^^^^^^  P^^*  ^'  ^  Safe  distance  outside  the 
RerTrt^:  7"^"^  "^^^^^  °^  *"  P^^  °^  P^^^^le  changing  cSonf 
fX.   ^     ''^T'' '°  *^  Communications  Division  andsLcST^^ 
approach  route  (see  DGO  8.01,  Critical  Incident  EvaluSon^^ 

command^^^lT^f  ^-- ?Srp^^^  ^^ 

communications  and  coordination.   Supply  the  SFFD^^ddent 

S=d'?or  "^^  '^^^  -^  ^^  °'  ^^  Officer-in-cC  of  the  SPPD 

'  pSbTSatf r^^^^^^^  If 

manufacturer  and  easier)  and  advise'Sf  ^^ ^it^.f  ^^SioT "' 

4.  EVACUATION.   Upon  concurrence  with  thp  cjunn  i ij     .  ^ 

OfHcer-in-Charge  of  the  SFPD  C^n^akd  Po^,Lf  °ff  1^°'^'"'^."'  '^ 

perl^eter^'usins  SuS'^^STe^ttrMS^rr^"^^^^^^ 

he/.he  can  detLTe^-Jhrert  rt;r  l^l  ^ctr  ^"'>  -  *=' 

"  rSorvS^ST°?seL^^^^^'"^''— -- resuitof 

materi^s),  the  first  mmlSr^^n  4e™cSi1h?r°«?'^P°"^«  "^"''"'^ 
Division  and  request  a  iS^T  l^  ^  notify  the  Coimnunications 
vehicle  enforcet^ent.  aK^gSToI!  vl^Je^^.t  J.  "°--^^ 
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D.  UNLAWFUL  DISPOSAL  OF  HAZARDOUS  WASTES 

1.  NOTIFICATION.  When  encountering  an  incident  involving  hazardous 
waste  (e.g.,  unlawful  disposal  of  motor  oil  or  hazardous  waste  in  a  garbage 
dumpster  or  down  a  sewer,  etc.)  notify  the  Bureau  of  Toxins,  Health  and 
Safety  Services  (554-2780)  or  the  Environmental  Health  Inspector  (554- 
2796)  during  business  hours.   During  non- 
business hours,  notify  the  SFFD. 

2.  INVESTIGATION/REPORT.  Prepare  an  incident  report.  Forward  one  copy  of 
the  rep)ort  to  the  District  Attorney's  Office,  Environmental  Crimes  Unit  and 
another  to  the  DPH  Liaison  officer. 

E.  CHEMICAL  DISPOSAL.  If  a  citizen  requests  information  regarding  chemical 
disposal  in  a  non-emergency  situation,  tell  hin\/her  to  contact  a  conunerdal 
handler  listed  in  the  telephone  directory  or  the  Department  of  Public  Health, 
Hazardous  Material  Program  (554-2775). 


References 
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San  Francisco  Police  Department  fi   Oft 

GENERAL   ORDER os^^m 

BOMB  THREATS,  DESTRUCTIVE  DEVICES,  EXPLOSIONS 

This  order  establishes  policies,  and  outlines  procedures  for  officers  to  foUow  when 
confronted  with  bomb  threats,  destructive  devices,  or  explosions. 

I.    DEFINITION 

A  destructive  device  is  any  device  defined  in  Penal  Code  Section  12301  which 
includes  any  bomb,  explosive,  military  ordnance,  or  incendiary  device. 

n.  poucY 

A.   RESPONSIBILITIES  OF  THE  EXPLOSIVE  ORDNANCE  DISPOSAL  UNIT 

^dTs^d'EO^^rel^^-^^^^'^^^^-^ 

^'   wJ^  ^P'^  P^'^^'^^^^P^o^de  assistance  as  requested  at  the  scene- 
however,  they  are  not  to  conduct  routine  searches.  ^a  at  me  scene, 

^'  IfSi!^^"^^^  AUTHORITY.  The  HOD  shall  be  under  the  authority  of 
D^n.  ^       .?  ^  suspected  device,  or  when  gathering  physiLl  evidence 

c^orLr^^up;^^^^^^^^^ 

C  HANDLING  AND  STORAGE 

PvnincS;  .,Pf ^  ^^'  transport,  or  store  any  suspected  device 

«d  deciding  w.^l^fdT^TlXL'jrj'*',?  *",**  '"^"^ 
safe,  tanspoxt,  and  dispose  or  store  dSSu^cSeTel'S^  "'""'''  """" 


DGO  8.08 
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2.   EVTOENCE.  EOD  personnel  will  preserve  and  collect  all  destructive  device 
evidence.  Firebombs  and  incendiary  devices  will  be  rendered  safe  by  the 
EOD,  but  collected  and  preserved  by  the  Arson  Task  Force.  All  evidence, 
except  for  explosive,  flammable  or  unstable  materials,  will  be  booked  as 
property  for  identification  and  forwarded  to  the  Property  Control  Section. 

III.    PROCEDURES 

A.  BOMB  THREATS 

1.  PATROL  OFFICERS'  DUTIES.  When  arriving  at  the  scene  of  a  bomb  threat, 
follow  these  procedures: 

a.  INVESTIGATION /REPORT.  As  the  first  officer  arriving  at  the  scene  of  a 
bomb  threat,  it  is  your  responsibility  to  nnake  the  initial  investigation 
and  incident  report. 

b.  SEARCH.  Search  or  ensure  a  search  is  made  for  a  destructive  device.  If 
specialized  search  procedures  or  technical  advice  is  needed,  contact  the 
EOD  Unit. 

c   EVACUATION.  Unless  a  device  is  located,  do  not  order  an  evacuation  of 
the  affected  area;  however,  you  nxay  inform  the  person  in  charge  of  the 
property  of  the  need  to  evacuate.  If  the  owner  should  decide  to  order 
an  evacuation,  assist  him/her  with  the  evacuation. 

d.  NOTIFICATIONS.   When  the  threat  involves  a  dignitary  or  a  sensitive 
target,  notify  the  Special  Investigations  Division  during  business 
hours,  or  the  Operations  Center  at  other  times. 

B.  DESTRUCTIVE  DEVICES 

1.  PATROL  OFFICERS'  DUTIES.  If  a  suspected  explosive  device  is  discovered, 
immediately  notify  the  Commvmications  Division  and  request  that  a 
supervisor  respond  to  the  scene.   Use  a  telephone  to  make  this 
notification;  do  not  use  a  radio  (PIC  or  low  band). 
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2.    OFHCER-IN-CHARGE  DUTIES 


a.  COMMAND  POST/EVACUATION.  Establish  a  command  post,  evacuate  the 
affected  area  if  necessaiy,  and  maintain  secvirity.  The  authority  to 
evacuate  is  Penal  Code  Section  409.5.  Before  ordering  the  evacuation, 
determine  the  "affected  area"  in  consultation  with  the  responsible 
person  whose  property  is  affected,  taking  into  consideration  the 
possible  destruction  the  device  could  cause,  the  number  of  people 
involved,  and  the  possible  hazards  involved  in  the  evacuation. 

b.  ESCORT/TRAFFIC  CONTROL.  When  requested  by  the  EOD  Unit,  provide 
the  necessary  officers  for  escort  or  traffic  control  while  EOD  personnel 
are  transporting  bomb  devices  or  explosives  to  the  magazine  or  to  a 
safe  area  for  storage  or  disposal. 

3.   UNASSIGNED  UNITS.  All  police  imits  not  specifically  assigned  to  the  scene 
shall  stay  out  of  the  immediate  area. 

C  BOMB  EXPLOSIONS 

1.  MEDICAL  ASSISTANCE/EVACUATION.  If  an  explosion  occurs,  obtain  medical 
assistance  for  the  injured,  evacuate  buildings  as  necessary  and  control 
crowds. 

2.  COMMAND  POST/NOTIHCATION.  A  command  post  shall  be  established  and 
the  Communications  Division  notified  (see  DGO  8.01,  Critical  Incident 
Evaluation  and  Notification). 

3.  INCIDENT  REPORT.   District  Station  officers  shall  make  the  initial  incident 
report. 
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San  Fiandsco  Police  Depaitment  QI*U7 

GENERAL   ORDER  08/24/94 

MEDIA  RELATIONS 

This  order  establishes  policies  regarding  media  interviews  and  media  access  to 
disaster  scenes,  crime  scenes,  and  critical  incidents,  including  incidents  involving  a 
hostage  or  barricaded  suspect. 

I.  POUCY 

A.  COOPERATION/INTERVIEWS.  It  is  the  policy  of  the  San  Francisco  PoUce 
Department  to  cooperate  with  members  of  the  media  in  their  news-gathering 
activities  as  long  as  investigations  are  not  jeopardized,  police  operations  are 
not  interfered  with,  or  officer  safety  is  not  endangered.  Each  member  of  this 
Department  has  the  authority  to  speak  with  the  news  media  to  his/her  level 
of  persoiial  knowledge  and  is  encouraged  to  do  so. 

B.  INFORMATION  THAT  MUST  BE  RELEASED.  The  law  requires  that  certain 
information  must  be  given  to  the  media.  That  information  is  listed  in 
Depaitment  General  Order  3.16,  Release  of  Police  Reports,  Section  II.,  B. 

C  INFORMATION  WHICH  MAY  BE  WITHHELD.  The  law  permits  the 
Department  to  withhold  certain  information  under  the  circumstances 
described  in  Department  General  Order  3.16,  Release  of  Police  Reports, 
Section  II.,  A.  In  addition,  members  shall  not 

1.  Make  prejudicial  statements  about  the  suspect  or  arrestee. 

2.  Disclose  or  comment  about  the  suspect's  criminal  record. 

3.  Disclose  the  names  of  juvenile  suspects  or  arrestees. 

4.  Disclose  the  names  of  deceased  person  (suspects/victims)  until 
confirmation  has  been  received  from  the  Medical  Examiners  Office  that 
the  next  of  kin  has  been  notified. 
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D.  QUESTIONS.  If  a  member  has  a  question  about  the  propriety  of  releasing 
information  not  covered  in  these  guidelines,  the  media  representative 
should  be  referred  to  the  member's  supervisor,  the  inspector  assigned  the 
case,  or  the  Public  Affairs  Office, 

E   RELEASE  OF  POLICE  REPORTS.  See  DGO  3.16,  Release  of  PoUce  Reports, 

F,  MEDIA.  ACCESS  TO  DISASTER  SCENES.  While  the  Department  may 

exclude  members  of  the  general  public  from  a  disaster  area  for  safety  reasons, 
the  media  is  exempt  from  this  exclusion  and  must  be  allowed  into  the 
disaster  area  (see  409.5  P.C), 

L  The  media,  however,  may  be  restricted  from  specific  areas  within  a 
disaster  scene  when  police  personnel  at  the  scene  reasonably  determine 
that  unrestricted  media  presence  will  interfere  with  emergency  operations. 
Restrictions  on  media  access  may  be  imposed  only  for  so  long  and  only  to 
the  extent  necessary  to  prevent  actual  interference. 

2,   Disaster  scenes,  such  as  airplane  crash  sites,  shall  not  be  designated  crime 
scenes  unless  the  commanding  officer  at  the  scene  determines  from  facts 
then  available  that  there  is  reasonable  cause  to  believe  the  disaster  may 
have  been  the  result  of  criminal  activity. 
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G  HOSTAGE/  BARRICADED  SUSPECT  SCENES  (Also  see  DGO  8.02,  Hostage 
and  Barricaded  Suspect  Incidents).  Recognizing  that  the  media  has  both  a 
right  and  an  obligation  to  report  the  news,  the  Department  will  maintain  a 
policy  that  provides  for  dissemination  of  current  information  to  the  media 
on  a  continuing  basis.  Authorized  news  media  shall  be  permitted  within  the 
outer  perimeter  of  the  scene  subject  to  any  restrictions  set  forth  by  the  field 
commander.  At  the  scene  of  a  confirmed  hostage  or  barricaded  suspect 
incident,  media  representatives  will  be  requested  to  cooperate  with  the 
Department  by  adhering  to  the  following  guidelines: 

1.  CONTACT.  Do  not  contact  the  hostage-taker,  either  by  telephone  or  in  live 
interview.  Negotiation  is  extremely  delicate  and  sensitive.  Such  contact 
will  critically  obstruct  the  hostage  negotiators  in  establishing  contact  and 
maintaining  a  personal  relationship  with  the  hostage-taker,  which  is  vital 
to  the  negotiating  process.  Interference  of  any  natiure  could  result  in 
tragedy. 

2.  PROMISES/AGREEMENTS.  If  contacted  by  the  hostage-taker,  refer  him/her  to 
the  Operational    Command  Post    Any  promises,  agreements  or  extended 
conversations  with  the  person  should  be  avoided.  Statements  or 
questions  which  seem  innocent  may  stimvdate  the  person  to  commit  an 

"act  of  violence. 

3.  UGHTS/CAMERAS.  Confer  with  the  police  command  post  regarding  the  use 
of  lights  or  other  equipment  The  location  of  media  persoimel  and 
equipment  may  become  a  critical  liability  in  dealing  with  a  hostage-taker. 

4.  NEGOTIATIONS.  Remember  that  individuals  taking  hostages  are  invariably 
homicidal  and  suiddal.  Police  negotiators  have  extensive  training  and 
experience  in  dealing  with  them.  Persons  without  such  training  and 
experience  could  compound  the  situation  beyond  the  point  of  successful 
resolution.  A  good  basic  rule  to  follow  is,  -"Do  nothing  that  could 
conceivably  make  the  situation  worse." 

H.  CRIME  SCENES.  At  a  crime  scene,  unlike  a  disaster  scene,  the  media  DOES 
NOT  have  a  constitutional  right  to  enter  and  may  be  legally  kept  out  Crime 
scenes  which  are  located  in  areas  of  public  access  may  be  opened  for  media 
inspection  after  any  search,  preservation  and  processing  of  evidence  has  been 
completed  and  the  scene  has  been  secured  (see  DGO  6.01,  Crime  Scene  Log) 
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PARKING  OF  PRESS  VEHICLES.  Generally,  a  vehicle  being  operated  by  a 
member  of  the  media  who  is  actually  engaged  in  the  gathering  of  news  is 
exempt  from  the  provisions  of  the  Traffic  Code,  provided  that  a  press  card  is 
properly  displayed  in  the  front  and  rear  windows  of  the  vehicle.  The  period  of 
this  exemption  is  2  hours  or  the  duration  of  the  event,  whichever  is  greater. 

1.  ZONES/ACCESS  RAMPS.  The  Traffic  Code  is  clear,  however,  in  describing 
specific  locations  where  news  gathering  vehicles  may  not  park: 

a.   Tow- A  way  Zones  and  Exclusive  Transit  Lanes. 

h   Truck  Loading  Zones.  News-gathering  vehicles  shall  not  park  in  Truck 
Loading  Zones  (yellow  or  black  curbs)  except  during  a  news  emergency. 

c    Sidewalk  Access  Ramps.  News  vehicles  shall  not  park  within  3  feet  of 
any  access  ramp  constructed  adjacent  to  a  crosswalk  for  use  by  the 
physically  handicapped. 

2.  FIRE  DEPARTMENT  ACCESS.  News  vehicles  must  be  parked  with  due  regard 
for  access  of  Fire  Department  vehicles  to  any  property.  Nothing  in  local 
ordinances  supersedes  or  cancels  the  provisions  of  the  California  Vehicle 
Code. 


References 

Event  Management  Manual,    SFPD 

Penal  Code  Section  293 

Penal  Code  Sections  11167  &  11167.5 

Government  Code  Section  6254  (f) 


San  Francisco  Police  Department  8.10 

GENERAL  ORDER  Rev.  6/30/99 


GUIDELINES  FOR  FIRST  AMENDMENT  ACTIVITIES 


I.    STATEMENT  OF  PRINCIPLES 

A.  GENERAL  POLICY.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  ensure 
that  the  First  Amendment  rights  guaranteed  by  the  United  States  Constitution  are 
protected  for  all  individuals  and  to  permit  pohce  involvement  in  the  exercise  of  those 
rights  only  to  the  extent  necessary  to  provide  fir  the  legitimate  needs  of  law  enforcement 
in  investigating  criminal  activity. 

B.  WHEN  A  CRIMINAL  INVESTIGATION  THAT  INVOLVES  FIRST  AMENDMENT 

ACTIVITIES  IS  PERMITTED.  The  Department  may  conduct  a  criminal  investigation 
that  involves  the  First  Amendment  activities  of  persons,  groups  or  organizations  whem 
there  is  an  articulable  and  reasonable  suspicion  to  believe  that: 

1 .  They  are  planning  or  engaged  in  criminal  activity 

a.  which  could  reasonably  be  expected  to  result  in  bodily  injury  and/or  property 
damage  in  excess  of  $2500 

b.  or  which  constiUites  a  felony  or  misdemeanor  hate  crime 

2.  And  the  First  Amendment  activities  are  relevant  to  the  criminal  investigation. 

C.  WHEN  THESE  GUIDELINES  APPLY 

1.  The  Department  must  follow  these  guidelines  in  every  criminal  investigation  that 
Td^eHnL  /      f  ^^"dment  activities  of  a  person,  group  or  organization.  These 
ac^'uies         "     '"''''  '°  '"^^"'^  investigations  that  do  not  involve  First  Amendment 

^'  JnvZff'l'T  ^'  ^"^'"^'^  '°  ''^''^'''  ^'  ^^^^"'^^  of  criminal  investigations  that 
nvo  ve  First  Amendment  activities  by  requiring  (1)  wntten  justification  for  the 
nvestigation  and  (2)  wntten  approval  by  the  Commanding  Officer  of  the  Sp^cL 
hivestigations  Division,  Deputy  Chief  of  Investigations  and  the  Chief  of 
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3.  Theses  guidelines,  however,  are  not  intended  to  interfere  with  investigations  into 
criminal  activity.  Investigations  of  criminal  activities  that  involve  First  Amendment 
activities  are  permitted  provided  that  the  investigation  is  justified  and  documented  as 
required  by  these  guidelines. 

II.  DEFINITIONS 

A-  First  Amendment  Activity:  All  speech  associations  and/or  conduct  protected  by  the  First 
Amendment  and/or  California  Constitution  Article  I,  section  2  (Freedom  of  Speech) 
and/or  Article  3  (Right  to  Assemble  and  Petition  the  Government,  including  but  not 
limited  to  expression,  advocacy,  association  or  participation  in  expressive  conduct  to 
further  any  political  or  social  opinion  or  religious  belief) 

1-  Examples-  First  amendment  Activity  includes  speaking,  meeting,  writing,  marching, 
picketing  or  other  expressive  conduct  protected  by  the  First  Amendment.' 

^-  Articulable  and  Reasonable  Suspicion:  The  standard  of  reasonable  suspicion  is  lower  than 
probable  cause.  This  standard  requires  members  to  be  able  to  articulate  specific  facts  or 
circumstances  indicating  a  past,  current  or  impending  violation,  and  there  must  be  an 
objective  basis  for  initiating  the  investigation.  A  mere  hunch  is  insufficient. 

1 .  Demonstrations,  The  Department  shall  not  conduct  an  investigation  in  connection  with 
a  planned  political  demonstration,  march,  rally  or  other  public  event,  including  an  act 
of  civil  disobedience,  unless  the  prerequisites  of  Section  LB,  supra,  are  met  Nothing 
shall  preclude  the  Department,  however,  from  openly  contacting  organizations  or 
persons  knowledgeable  about  a  public  event  to  facilitate  traffic  control  crowd 
management  or  other  safety  measures  at  the  event. 

C.  Inflnator:  An  undercover  officer  or  civilian  acting  under  the  direction  of  the  Department 
who  attends  a  meeting,  joins  an  organization,  develops  a  relationship  with  an  individual  or 
organization  or  eavesdrops  for  the  purpose  of  obtaining  information  about  an  individual  or 
orgamzation  for  transmittal  to  the  San  Francisco  Police  Department. 

°'  SSS  h^  rr'°"  ""^^  P'^^'l^''  infomiation  to  the  San  Francisco  Police  Department 

s;:rcrn'omXpr^^^^^^     ^°"^^^"^^^^°"  -  ^^-^^^'  ^-  ^^  -  --^  -^^^r 

^  n^ctatbnTf!^^°  ^'^'t'  ^"T ''°" ''  *^  ^^  ^^^^^^^°  ^^"^^  Department  with 
DepXem       °^"°"^P^"^^^°"  °^  b«"«fit  and  is  not  acting  under  the  direction  of  the 
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ra.  AUTHORIZATION  REQUIRED  FOR  AN  INVESTIGATION 


A.  A  member  of  the  Department  may  undertake  an  investigation  that  comes  within  these 
guidehnes  only  after  receiving  prior  written  authorization  by  the  Commanding  Officer  of 
the  Special  Investigations  Division  (SID)  the  Deputy  Chief  of  the  Investigations  Bureau 
and  the  Chief  of  PoUce.  However,  neither  the  Commanding  Officer  of  SID,  the  Deputy 
Chief  of  the  Investigations  Bureau,  nor  the  Chief  of  Pohce  is  authorized  to  approve  an 
investigation  and/or  the  gathering  or  maintenance  of  information  in  violation  of  the  terms 
of  this  General  Order. 

B.  To  obtain  written  authorization,  a  member  must  submit  a  memorandum  to  the 
Commanding  Officer  of  the  SID  containing  the  following: 

1.  The  identity  of  the  subject  of  the  proposed  investigation,  if  known. 

2.  The  facts  and  circumstances  that  create  an  articulable  and  reasonable  suspicion  of 
criminal  activity  as  defined  in  Section  I.  B. 

3.  The  relevance  of  the  first  Amendment  activities  to  the  investigation. 

C.  When  an  investigation  is  authorized  by  the  Commanding  Officer  of  SID,  and  after  review 
by  the  Deputy  Chief  of  the  Investigations  Bureau,  a  copy  of  the  memorandum  shall  be 
sent  to  the  Chief  of  Police,  who  shall  indicate  his  approval  or 

disapproval  in  writing. 

D.  Time  limits.  Written  approval  of  an  investigation  is  in  effect  for  120  days  If  the 
Department  continues  an  investigation  past  120  days,  a  new  memorandum  and  approval 
must  be  obtained.  The  new  memorandum  must  describe  the  information  already  collected 
and  demonstrate,  based  on  that  information,  that  an  extension  is  reasonably  necessary  to 
pursue  the  investigation. 

E.  Emergencies.  If  there  is  an  immediate  threat  of  criminal  activity,  an  investigation  may 
begin  before  a  memorandum  is  prepared  and  approved,  but  verbal  permission  must  be 
received  from  the  Commanding  Officer  of  SID  or  designee.  The  required  memorandum 
must  be  written  and  approved  by  the  Commanding  Officer  of  SID,  reviewed  by  the 
Deputy  Chief  of  the  Investigations  Bureau  and  Chief  of  Pohce  within  five  days  of  the 
occuirence  of  the  emergency.  ^ 
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F.  Although  it  is  expected  that  most  investigations  conducted  under  these  guideUnes  will  be 
initiated  by  the  SID,  if  any  member  of  the  Department  becomes  aware  of  a  criminal 
investigation  that  involves  First  Amendment  activities  as  defined  in  these  guidelines,  the 
member  shall  refer  the  case  to  SE)  for  a  determination  as  to  how  the  investigation  should 
be  conducted.  These  guidelines  do  not  preclude  investigations  that  impact  on  First 
Amendment  activities  by  divisions  other  than  SID,  but  those  investigations  must  be 
conducted  in  consultation  with  SID  and  must  be  conducted  pursuant  to  these  guidelines. 

IV.  USE  OF  INVESTIGATIVE  TECHNIQUES 

A.  Principles.  The  investigative  techniques  used  in  a  particular  case  shall  be  dictated  by  the 
gravity  of  the  crime  under  investigation,  the  evidence  of  criminal  activity  and  the  need  for 
particular  investigative  technique. 

B.  The  Department  shall  use  techniques  such  as  numbers  1-5  listed  below  before  employing 
the  more  intrusive  techniques  listed  in  Section  C. 

1.  Examination  of  public  records  and  other  sources  of  information  available  to  the 
general  pubhc. 

2.  Examination  of  San  Francisco  Police  Department  files  and  records. 

3.  Examination  of  records  and  files  of  the  government  or  law  enforcement  agencies. 

4.  Interviews  with  persons  connected  with  the  complaint  or  subject  of  the  investigation, 
including  information  received  fi-om  sources. 

5.  Physical  surveillance  fi-om  places  open  to  the  public. 

C.  If  the  techniques  listed  in  Section  B  are  inadequate,  or  obviously  would  be  ftitile  under  the 
circumstances,  the  Department  may  use  techniques  such  as  the  following: 

1.  Electronic  surveillance  such  as  the  use  of  videotape,  body  wire,  or  audiotape. 

2.  The  use  of  undercover  officers,  infiltrators,  informants  or  mail  covers. 
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D.  A  member  may  undertake  use  of  techniques  listed  in  Section  C  only  after  submission  of  a 
memorandum  setting  forth  the  justification  for  the  request  and  receiving  prior  written 
authorization  by  the  Commanding  Officer  of  SID,  the  Deputy  Chief  of  the  Investigations 
Bureau  and  the  Chief  of  Police.  If  there  is  an  immediate  threat  of  criminal  activity,  verbal 
approval  by  the  Commanding  Officer  of  SID,  or  designee  is  sufficient  until  a  written 
memorandum  can  be  prepared  and  approved  by  the  Commanding  Officer  of  SID,  the 
Deputy  Chief  of  the  Investigations  Bureau  and  the  Chief  of  PoHce.  The  required  ' 
memorandum  must  be  written  and  approved  within  five  days  of  the  occurrence  of  the 
emergency. 

V.  RULES  OF  CONDUCT  FOR  INFILTRATORS,  INFORMANTS  AND  UNDERCOVER 
OFFICERS 

A.  The  officer-in-charge  shall  specifically  direct  the  undercover  officer,  infiltrator  or 
informant: 

1.  Not  to  participate  in  unlawful  acts  of  violence. 

2.  Not  to  use  unlawful  techniques  to  obtain  information. 

3 .  Not  to  initiate,  propose  or  suggest  a  plan  to  commit  criminal  acts. 

4.  Not  to  be  present  during  criminal  activity  unless  it  has  been  determined  to  be  necessary 
for  the  prosecution.  ^ 

5.  Not  to  live  with  or  engage  in  sexual  relations  with  members  of  the  orgamzation(unIess 
a  civilian  infiltrator  was  so  involved  before  becoming  an  infiltrator). 

6.  Not  to  assume  a  leadership  position  or  intentionally  cause  dissention  within  the 
orgamzation. 

7.  Not  to  attend  meetings  or  engage  in  other  activities  for  the  purpose  of  obtaining 
legally-pnvileged  infonnation,  such  as  confidential  sources  of  reporters  attomev-client 
commumcations,  or  physician-patient  communications.  ^ 

8.  Not  to  record  or  maintain  a  record  concerning  an  individual  who  is  not  a  target  unless 
he  information  is  relevant  for  the  investigation,  or  the  infonnation  would  itself  jufiX 

an  mvestigation  under  these  guidehnes.  useii  justify 

B.  The  Commanding  Officer  of  the  SID  shall  monitor  the  compliance  of  undercover 
officers  and  infiltrators  with  these  guidelines.  unaercover 
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C.  The  policies  and  procedures  set  forth  in  the  memorandum  on  Informant  Management  and 
.     Control  shall  apply,  except  those  exclusively  applicable  to  narcotics  informants. 

VI.  POLICE  COMMISSION  REVIEW 

A.  The  Police  Commission  shall  appoint  a  member  to  be  responsible  for  monitoring 
compliance  with  these  guidelines. 

B.  Every  month,  the  designated  Police  Commission  member  shall  review  the  written  requests 
and  authonzations  for  die  initiation  or  continuance  of  an  investigation  that  is  required  bv 
these  guidelines.  ^ 

C.  On  an  annual  basis,  the  Police  Commission  shall  conduct  or  request  an  outside  auditor  to 
conduct  an  audit  of  the  Department's  files,  records  and  documents  to  determine  whether 
the  Department  is  m  compliance  with  the  guidelines.  In  addition,  the  Police  Commission 
may  conduct  such  an  audit  unannounced  at  any  time. 

1.  hi  conducting  the  yearly  audit,  the  Police  Commission  shall  review  the  following: 

^'    ^uiddiTes^  guidehnes,  regulations,  rules  and  memoranda  interpreting  the 

b.    All  documents  relating  to  investigations  subject  to  Section  HI.,  and  undercover 
techniques  subject  to  Section  IV.C.  of  these  guidelines. 

'■    ^o"  i'entTt;^nti.''''  ^''"^\  "'  ''^''  <'^'^^^^^^^^^on  relating  to  the  transmittal  of 
documents  to  other  cnminal  justice  agencies,  as  described  in  Section  IX.  B. 

2.  The  Police  Commission  shall  prepare  a  written  report  concerning  its  amiual  audit 
which  shall  include  but  not  be  limited  to:  ' 

a.  The  number  of  investigations  authorized  during  the  prior  year. 

b.  The  number  of  authorizations  sought  but  denied. 

c.  The  number  of  times  that  undercover  officers  or  infiltrators  were  approved. 

d.  The  number  and  types  of  unlawful  activities  investigated. 

e.  The  number  and  types  of  arrests  and  prosecutions  that  were  the  direct  and 
proximate  cause  of  mvesfigations  conducted  under  the  guTdehnes 


DGO  8.10 
Rev.  06/30/99 

f.  The  number  of  requests  by  members  of  the  public  made  expressly  pursuant  to 
these  guidelines  for  access  to  records,  including: 

(i)  The  number  of  such  requests  where  documents  or  infonnation  was  produced, 
(ii)  The  number  of  such  requests  where  the  documents  or  infonnation  did  not  exist, 
(iii)  The  number  of  requests  denied. 

g.  The  number  of  requests  from  outside  agencies,  as  documented  by  an  Agency 
Assist  Form,  for  access  to  records  of  investigations  conducted  pursuant  to  these 
guidelines,  including: 

(i)  The  number  of  such  requests  granted,  and 
(ii)  The  number  of  such  requests  denied. 

h.    A  complete  description  of  violations  of  the  guidelines,  including  information 
about: 

(i)  The  nature  and  causes  of  the  violation  and  the  sections  of  the  guidelines  that 
were  violated. 

(ii)  Actions  taken  as  a  result  of  discovery  of  the  violations,  including  whether  any 
otticer  has  been  disciphned  as  a  result  of  the  violation. 

(lii)  Recommendations  of  how  to  prevent  recurrence  of  violations  of  the  guidelines 
that  were  discovered  during  the  prior  year.  guiueiines 

(iv)  The  report  shall  not  contain  data  or  information  regarding  investigations  that 
are  on-going  at  the  time  of  the  report's  creation.  tL  data' L  intoaL 
trv:s.tl'n^ '''''''''  -  ^^  '-'  -^-  -^"^-^  ^-  ^e  complXn  of 

^  Sro'J'hTH  f '^f  yf^.  beginning  with  the  year  1994,  the  Commanding  Officer  of 

Lrn"c(t(irr^^^^^^ 
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VU.  VIOLATIONS  OF  THE  GUIDELINES 

A.  If  the  Chief  of  Police,  the  designated  Commission  member  or  any  member  of  the 
Department  becomes  aware  of  information  that  a  possible  violation  of  these  guidelines 
has  occurred,  the  Chief  or  designated  member  shall  immediately  inform  the  Police 
Commission  and  the  member  shall  immediately  inform  his/her  commanding  officer 
who  shall  inform  the  Chief 

B.  If  the  PoUce  Commission  determines  that  a  possible  violation  of  these  guidelines  has 
occurred,  it  shall: 

1.  Commence  an  immediate  investigation  of  the  possible  violation. 

2.  Ensure  that  any  activities  in  violation  of  these  guidelines  immediately  cease. 

C.  If  the  Police  Commission  determines  that  an  actual  violation  of  these  guidelines  and/or 
the  First  Amendment  (as  defined  in  Section  IIA  above)  has  occurred,  the  Commission 
shall: 

1.  Notify  the  parties  about  whom  infonnation  was  gathered  or  maintained  in  violation  of 
the  guidelines  pursuant  to  the  following:. 

a.  When  infonnation  is  released  to  individuals  or  organizations,  the  names  and 
identifying  information  concerning  private  citizens  other  than  the  individual 
notified  shall  be  excised  to  preserve  their  privacy. 


b. 


There  shall  be  no  disclosure  if  the  disclosure  of  the  information  is  reasonably 
hkely  to  endanger  the  life,  property  or  physical  safety  of  any  particular  person 
However,  unless  the  San  Francisco  Police  Commission  reasonably  concludes  that 
notice  Itself  would  be  reasonably  likely  to  endanger  the  life  or  physical  safety  of 
any  particular  person,  the  party  about  whom  information  was  gathered  in  violation 
of  these  guidelines  and/or  First  Amendment  (as  defined  above)  shall  be  notified 
that  information  regarding  such  person  or  their  protected  activities,  expressions 
associations  and/or  beliefs  has  been  obtained  in  violation  of  these  guidelines  or' 
First  Amendmem  and  that  the  infonnation  is  not  being  disclosed  because  the 
Police  Commission  has  concluded  that  such  disclosure  is  reasonably  likely  to 
endanger  the  life  or  physical  safety  of  a  person.  Furthennore,  if  the  infonnation 
may  be  segregated  such  that  a  portion  of  the  infonnation  can  be  disclosed  without 
endangenng  the  life  or  physical  safety  of  one  particular  person,  that  portion  of  the 
infonnation  that  the  Police  Commission  concludes  can  be  disclosed  without 
endangenng  the  hfe  or  physical  safety  of  any  particular  person  will  be  disclosed. 
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c.  There  shall  be  no  disclosure  if  disclosure  is  prohibited  by  local,  state  or  federal 
law. 

d.  The  Commission  may  deny  disclosure  if  disclosure  is  exempt  under  San 
Francisco's  Sunshine  Ordinance,  Chapter  67  Admin.  Code,  Section  67.24(d)  (Law 
Enforcement  Information),  with  the  following  exceptions: 

(i)  The  Sunshine  Ordinance  Exemption  for  personal  and  otherwise  private 
information  shall  not  be  applied  unless  that  information  would  reveal  the 
identity  of  an  individual  other  than  the  requesting  party. 

(ii)  The  Sunshine  Ordinance  provision  that  exempts  disclosure  of  "secret 

investigative  techniques  or  procedures"  shall  not  be  applied  to  the  fact  that  a 
particular  procedure  occurred,  but  only  to  a  description  of  how  that  procedure 
was  executed,  and  shall  apply  only  if  the  information  would  jeopardize  future 
law  enforcement  efforts  by  a  local,  state  or  federal  agency. 

e.  No  disclosure  is  required  if  an  investigation  is  ongoing,  but  disclosure  may  be 
made  dunng  an  ongoing  investigation  within  the  discretion  of  the  Commission. 

2.  Refer  the  violation  to  the  Chief  of  Police  for  a  recommendation  concerning  discipline 
oi  the  members  mvolved. 

D.  The  Commanding  Officer  of  SID  shall  ensure  that  all  members  of  the  Department 
assigned  to  SID  attend  a  training  session  of  these  guidelines  before  beginning  work  at 
bID.  All  members  assigned  to  SID  and  members  engaged  in  investigations 
myolving  the  First  Amendment  activities  of  persons  (as  defined  above)  shall  sign  an 
acknowledgement  that  they  have  received,  read,  understand  and  will  maintain  a 
copy  of  these  guidelines. 

E.  All  members  of  the  Department  shall  be  advised  that  a  willful  or  negligem  violation  of 
these  guidehnes  shall  subject  the  offending  member  to  disciplinaiy  actfon  which  may 
include  suspension  or  termination.  wmcamdy 

Vin.  ACCESS  BY  CIVILIANS 

^'  ZlZnnt  ^"^Tr'°"  ^';""''"^  ^''''  '^'''^'''^^y  ^^^"^^^  information  created 
VlTc  mr.  r'  '"i  .  ;"!f  '"^  '^'"  ""'  ^°'^"^^'  ^y  ^he  cntena  set  forth  in  Section 

Anv  dema  of  t°''^  /'^  'f      ''  "''^"'  ''"''  °'  ^"''^  ^^^  ^^^"^^^  ^rc^'^'  disclosure. 
Any  demal  of  access  to  infomiation  shall  specifically  state  the  reasons  for  the  denial 
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B.  If  access  is  denied,  an  appeal  may  be  made  to  the  designated  Police  Commissioner  (c/o 
Police  Commission,  Hall  of  Justice,  Room  505,  850  Bryant  St.,  San  Francisco,  CA 
94103)  and  shall  include  copies  of  all  written  correspondence  relating  to  the  request. 

C.  No  right  to  a  hearing  on  denial  of  access  to  information  is  created  by  these  rules. 
IX.  FILES  AND  RECORDS 

A.  Information  Quality  Cnntroj 

1.  The  collection,  maintenance  and  use  of  information  pursuant  to  an  authorization  shall 
be  limited  to  the  scope  stated  in  that  investigative  memorandum  and  authorization. 

2.  The  Department  shall  not  collect  or  maintain  information  of  a  personal  nature  that 
does  not  relate  to  a  criminal  investigation.  In  the  absence  of  a  specific  investigation 
authorized  under  these  guidelines,  the  Department  shall  not  collect  of  maintain 
information  such  as  names  for  political  petitions,  mailing  lists,  organizational 
memberships  or  writings  espousing  a  particular  view  which  is  protected  by  the  First 
Amendment. 

3.  Infonmation  to  be  retained  in  a  criminal  intelligence  file  shall  be  evaluated  for  source 
rehabihty  and  content  validity  prior  to  filing.  The  file  shall  state  whether  reliabihty 
or  accuracy  have  been  corroborated. 

B.  File  Dissemination 

1.  Dissemination  of  intelligence  information  is  limited  to  criminal  justice  agencies  with  a 
specific  need-to-know,  as  well  as  right  to  know. 

2.  All  requests  for  infonrnation  shall  be  evaluated  and  approved  prior  to  dissemination  by 
the  Commanding  Officer  of  designee  for  the  Special  Invesfigafions  Division.  The 
commanding  officer  or  designee  shall  determine  whether  the  requesting  agency  is 
rehable  in  treating  the  information  with  the  requisite  care  and  sensitivity  ^d  shall  deny 
the  request  if  the  requesting  agency  is  not  considered  sufficiently  reliable. 

'■  Aglncrrs's^^^^^^^  ^'f  ';  "''''  'y  ""«^"  ^^^"^^"-1  or  recorded  on  an 

of  the  Lt^ t!]  w.  r"""^"'  "^^  documents  or  information  transmitted.  A  copy 
of  the  ti-ansmittal  letter  or  Agency  Assist  Fomi  shall  be  kept  in  the  file  ftom  which  fhe 
information  was  disseminated. 

4.  The  first  page  of  any  information  document  transmitted  to  a  recipient  agency  shall 
iT^'JsZll  '  ^— -tion  to  the  specific  purpose  fo'r  which  the'docuLt 
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5.  A  master  list  of  all  written  transmittals  and  Agency  Assist  Forms  recording  the 
dissemination  of  records  governed  by  these  guidelines  to  outside  agencies  shall  be 
maintained  in  a  binder  by  SID. 

C.  File  Purge 

1.  Records  shall  be  purged  according  to  the  San  Francisco  Police  Department  Records 
Destruction  Schedule  dated  September  23,  1993,  which  calls  for  destruction  of 
mtelhgence  files  every  two  years  from  the  last  date  of  entry  with  the  following 
exceptions: 

a.  Information  may  be  maintained  if  it  is  part  of  an  ongoing  investigation. 

b.  All  written  memoranda  requesting  authorization  to  commence  an  investigation 
and  subsequent  authorizations  shall  be  maintained  for  not  less  than  five  years 
after  termination  of  the  investigation. 

c.  Records  showing  violation  of  these  guidelines  shall  not  be  destroyed  or 
recollected  for  the  purpose  of  avoiding  disclosure. 

2.  The  chain  of  custody  for  destroyed  files  shall  be  established  and  documented  to 
provide  a  record  establishing  that  the  files  have  been  destroyed. 

D.  File  Security 

1 .  A  copy  of  the  initiating  memoranda  and  authorizations  created  pursuant  to  these 
guidelines  shall  be  kept  by  the  Commanding  Officer  of  SID. 

2.  All  documents  created  pursuant  to  these  guidelmes  shall  be  locked  and  kept  separate 
from  other  Department  files.  Access  shall  be  hmited  to  persomiel  working  onl 

3.  All  files  whether  kept  in  SID  or  another  unit,  shall  be  prominently  marked  with  a 
notice  that  the  matenal  contained  in  the  file  is  subject  to  these  guide^^s 

E.  UseofrnTTipiii^pc 
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X.  FUNCTIONAL  RESPONSIBILITY  FOR  EVENT  PLANNING  INVOLVING  FIRST 
AMENDMENT  ACTIVITIES 

A.  Certain  types  of  public  gatherings  require  the  Department  to  collect  a  limited  amount  of 
information  in  order  to  preserve  the  peace,  asses  the  need  to  deploy  members  for  crowd 
control  purposes,  and  protect  the  rights  of  free  expression  and  assembly.  This  information 
may  only  be  collected  openly  and  non-covertly  as  part  of  an  Event  Planning  Inquiry. 

B.  The  responsibility  for  conducting  Event  Planning  Inquiries  shall  rest  solely  with  the  Event 
Commander  or  his/her  designee.  The  Permit  Unit  may  collect  information  about  pubUc 
gatherings  only  to  the  extent  legally  required  and  necessary  in  processing  permit 
applications  designated  by  city  ordinance. 

C.  See  Field  Operations  Bureau  General  Order  91-01  for  details. 
XL  VIDEO  OR  PHOTOGRAPHIC  RECORDING 

A.  Authorization 

It  is  die  policy  of  the  Department  to  videotape  and  photograph  in  a  manner  that  minimizes 
mterference  with  people  lawfully  participating  in  First  Amendment  events  Video  or 
photographic  equipment  shall  not  be  brought  or  used  without  the  written  authorization  of 
the  Event  Commander. 

B.  Purpose 

The  Department  shall  videotape  or  photo  graph  only  for  crowd  control  training  or 
evidentiary  purposes.  Evidentiary  purposes  shall  include  only: 

1 .  Evidence  that  is  reasonably  hkely  to  be  used  in  administrative,  civil  or  criminal 
proceeding  or  investigations. 

2.  Evidence  related  to  allegations  against  members  of  the  Department. 

XII.  GUIDELINES  LIMITED  TO  PROMOTION  OF  GENERAL  WELFARE 

In  undertaking  the  adoption  and  enforcement  of  these  guidelines,  the  San  Francisco  Police 
Departmem  is  assuming  an  undertaking  only  to  promote  the  general  welfare'Ts  not 
assummg,  nor  is  it  imposing  on  the  City,  Police  Commission,  Department  officials  or 
employees  a  duty  or  obligation  to  any  person  for  equitable  relief'money  da^aTes  or  any 
other  relief  based  on  a  claim  that  a  breach  will  cause  or  has  proximately  causedTr^^'u^ 
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San  Francisco  Police  Depaitmeni  0«XA 

GENERAL   ORDER  11/08/95 

OFHCER-INVOLVED  SHOOTINGS 

This  order  outlines  the  rules  and  procedures  to  be  used  in  any  officer-involved 

shooting. 

I.    POLICY 

It  is  the  policy  of  the  San  Francisco  Police  Department  to  conduct  an  immediate 
and  complete  investigation  of  all  officer-involved  shootings. 

n.  PROCEDURES 

A.  OFHCER-INVOLVED  SHOOTINGS  OCCURRING  WITHIN  THE  CITY  AND 
COUNTY  OF  SAN  FRANCISCO.  As  soon  as  practical  after  an  officer- 
involved  shooting  occurring  within  the  City  and  County  of  Scin  Francisco,  the 
following  notifications  shall  be  made: 

1.  The  officer(s)  involved  shall  notify  Communications,  his/her  immediate 
.supervisor,  and  the  station  keep)er  of  the  district  in  which  the  shooting 

took  place. 

2.  Conununications  shall  immediately  notify  the  Field  Operations  Bureau 
Headquarters  (Operatioiis  Center  after  normal  business  hours). 

3.  In  cases  where  injury  or  death  has  occurred,  the  following  notifications 
shall  be  made  by  the  Field  Operations  Bureau  or  the  Operations  Center: 

a.  The  on-call  Homicide  Inspector 

b.  The  Critical  Incident  Response  Team  (see  DGO  8.04,  Critical  Incident 
Response  Team) 

c  Management  Control  Division 

d  District  Attorney's  Office 

e.  The  Commanding  Officer  of  the  members 

f.  All  other  necessary  notifications 
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4.   In  all  other  cases  where  injury  or  death  has  not  occurred,  the  member's 
commanding  officer  shall  be  notified  and  determine  if  additional 
notifications  are  necessary,  e.g.: 

a.  Management  Control  Division 

b.  Cringe  Scene  Investigation 
c    Photo  Lab 

A  Other  pertinent  notifications 

B.  OFHCER-EvrVOLVED  SHODTINGS  OCCURRING  OUTSIDE  THE  CITY  AND 
COUNTY  OF  SAN  FRANCISCO.  If  a  member  discharges  a  firearm  outside 
the  City  and  County  of  San  Francisco  (except  at  an  approved  range  or  during 
lawful  recreational  activities)  either  while  on  or  off  duty,  he/she  shall  follow 
these  procedures: 

1.  Remain  at  the  scene  of  the  discharge  (except  in  cases  of  extreme 
emergency,  e.g.,  a  violent  felony  in  progress)  and  notify  the  law 
enforcement  agency  of  the  jurisdiction. 

2.  Request  that  the  law  enforcement  agency  investigating  the  incident  send 
copies  of  all  reports  to  the  Chief  of  Police. 

3.  Contact  the  Field  Op)erations  Bureau  Headqucirters  (Operations  Center 
after  normal  business  hours)  and  report  the  incident  without 
unreasonable  delay. 

.  NOTE:  If  the  member  is  hospitalized  or  serious  injured  and  imable  to 
contact  the  Department,  the  member  shall,  if  able,  request  the  law 
enforcement  agency  to  contact  the  Department. 

C  SCENE.   The  officer(s)  involved  in  the  shooting  shall  limit  their 
investigation  to  the  following: 

1.  Obtain  necessary  medical  treatment  for  injured  persons. 

2.  Protect  the  crime  scene  and  preserve  all  evidence. 

3.  Obtain  the  name  and  address  of  any  witness  who  cannot  or  will  not 
remain  at  the  scene. 
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D.  INVOLVED  OFFICERS.  The  San  Francisco  Police  Department  is  extremely 
sensitive  to  the  concerns  of  the  community  and  the  officer(s)  well  being  in 
any  officer-involved  shooting.  In  order  to  ensure  full  protection  of 
everyone's  rights,  the  follow  actions  will  be  taken  in  all  cases  of  officer- 
involved  shootings  resulting  in  injury  or  death: 

1.  The  officer(s)  involved  in  the  incident  will  be  escorted  from  the  sceiie 
upon  arrival  of  a  supervisor. 

2.  The  officer  will  be  reassigned  to  admiiustrative  duty  pending  completion 
of  the  investigation  and  ti\e  approval  of  the  Chief  of  Police. 

3.  The  officer  shall  receive  a  debriefing  by  the  Critical  Incident  Response 
Team  and  support  as  outlined  in  Section  C,  of  Department  General  Order 
8.04. 

E.  INVESTIGATIONS 

1.  In  cases  involving  injury  or  death,  an  immediate  investigation  shall  be 
undertaken  by  the  Homicide  Section  and  the  Management  Control 

"  Division. 

2.  In  cases  not  involving  injury  or  death,  the  member(s)  commanding  officer 
shall  conduct  a  thorough  investigation.   The  investigation  will  be  sent 
through  proper  chaimels  to  the  Management  Control  Division  for 
evaluation  prior  to  approval  by  the  Chief  of  Police. 

F.  REVIEW.   A  written  report  of  the  investigation  conducted  or  reviewed  by  the 
Management  Control  Division  shall  be  routed  to  the  Chief  of  Police  through 
appropriate  channels. 

1.  The  Chief  of  Police  shall  prepare  a  summary  of  each  officer-involved 
shooting  for  review  by  the  Police  Commission.   This  summary  shall 
describe  the  incident,  any  disciplinary,  training  or  other  action  taken  by  the 
Department  in  response,  and  any  proposal  for  changes  in  Department 
policy.  This  summary  shall  be  a  public  record. 

2.  The  Chief  shall  send  a  copy  of  the  completed  Management  Control 
Division  investigation  and  the  summary  to  the  Director  of  the  Office  of 
Citizen  Complaints. 
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The  Director  of  the  Office  of  Citizen  Complaints  shall  review  the 
investigation  and  summary  and  shall  recommend  any  further  action 
(including  an  independent  investigation)  that  the  Director  concludes  is 
warranted.  A  summary  of  the  OCC  Director's  recommendations  shall  be  a 
public  record. 

The  Police  Commission  shall  review  the  Chief's  summary  and  the  Office 
of  Citizen  Complaints  Director's  recommendations  and  take  action  as 
appropriate. 

No  report  that  is  made  public  shall  disclose  the  officer's  identity  or  any 
other  information  deemed  confidential  by  law. 


References 

DGO  5.01,  Use  of  Force 

DGO  5.02,  Use  of  Firearms 

DGO  8.01,  Critical  Incident  Evaluation  and  Notification 

DGO  8.04,  Critical  Incident  Response  Team 

DGO  11.09,  Employee  Assistance  Program /Stress  Unit 
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San  Francisco  Police  Department  ^  .  v/  j. 

GENERAL   ORDER  os/iom 

TRAFHC  ENFORCEMENT 

This  order  sets  policies  and  procedures  regarding  traffic  enforcement,  including 
moving,  parking,  and  mechaiucal  violations,  commercial  vehicle  registration  and 
mechanical  violations,  citing  at  the  scene  of  traffic  collisioris,  and  voiding  citations. 

I.   POLICY 

A.  ENFORCEMENT 

1.  GOALS.  The  goals  of  the  Departments  traffic  enforcement  program  are  to 
reduce  traffic  collisions,  facilitate  traffic  flow,  and  ease  parking  congestion. 

2.  PRIORITY.  Traffic  enforcement  is  a  major  priority  of  the  Department  and 
an  important  task  assigned  to  uniformed  personnel  Members  shall  give 
priority  to  enforcing  violations  consistent  vdth  the  above  goals. 

3.  DISCRETION.  Members  enforcing  traffic  and  parking  laws  must  also  use 
discretion;  however,  members  shall  not  let  the  attitude  of  a  violator 

-influence  their  enforcement  action. 

B.  MOVING  VIOLATIONS 

1.  UNIFORMED  OFHCERS.  Moving  violations  shall  be  enforced  only  by 
xmiformed  officers,  except  as  provided  in  DGO  5.08,  Non-Uruf ormed 
Officers.  Patrol  Special  and  Assistant  Patrol  Special  officers  are  not 
authorized  to  enforce  moving  violations  or  laws  regulating  pedestrian 
traffic 

2.  BICYCUSTS.  According  to  Section  21200  CVC,  bicyclists  are  subject  to  the 
same  rights  and  responsibilities  as  other  vehicles  on  a  roadway  and  can  be 
dted  for  certain  moving  violations.  Local  ordinances  also  regidate  bicycle 
messengers  (see  Traffic  Code  Sections  98-98.3). 


DGO  9.01 
08/10/94 

3.  ENFORCEMENT.  Officers  shall  act  on  moving  violations  in  any  of  the 
following  drciunstances: 

a.   After  witnessing  a  violation. 

h.    In  response  to  a  private  person's  arrest. 

c    When  reasonable  cause  has  been  established  by  a  qualified  officer 
investigating  a  traffic  collision. 

4.  roENTiFiCATlON.  Wher    "^suing  a  moving  violation,  an  officer  shall 
reasonably  ascertain  the  :rue  identity  of  the  violator.  If  this  is  not  possible 
through  valid  identification  or  other  efforts,  the  violator  shall  be  booked 
and  the  "inability  to  ascertain  identity"  entered  on  the  booking  form  as  the 
reason  for  not  issuing  a  citation  (see  DGO  5.06,  Citation  Release). 

C  PARKING  VIOLATIONS  (also  see  DGO  8.09,  Media  Relations).  Patrol  Special 
and  Assistant  Patrol  Special  Officers  are  not  authorized  to  enforce  parking 
laws. 

D.  MECHANICAL  VIOLATIONS.  All  uniformed  officers  shall  enforce 

mechanical,  licensing  and  registration  violations.  Uniformed  officers  may,  in 
accordance  with  Section  40001  CV.C,  cite  the  owner  or  agent  of  any 
commercial  vehicle  in  absentia  for  any  mechanical  violation,  provided  the 
operator  of  the  vehicle  is  an  employee  of  the  owner  (see  below). 

E  RELEASE  OF  VIOLATORS.  Except  as  required  by  Section  40302  CVC,  all 
traffic  violators  shall  be  released  upon  their  written  promise  to  appear. 

II.  PROCEDURES 

A.  DISPOSmON  OF  TRAFHC  OFFENSES.  Rules  governing  the  disposition  of 
traffic  offenses  depend  on  the  kind  of  offense  and  the  age  of  the  violator. 
When  issuing  a  citation,  answer  reasonable  questions  and  inform  the  person 
of  the  nature  of  the  violation  and  the  proper  means  of  disposing  of  the 
citation. 

1.   PARKING  OFFENSES.  The  rules  governing  the  disposition  of  "Notice  of 
Parking  Violation"  apply  to  both  adults  and  juveniles.   Instructions  for 
disposition  of  the  violation  are  printed  on  the  back  of  the  violator's  copy. 
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2.    NON-PARKING  OFFENSES. 


a. 


Adults  cited  with  a  "Notice  to  Appear"  for  any  traffic  offense  must 
appear  or  submit  bail.   Certain  moving  violations  require  a  mandatory 
appearance  and  must  be  assigned  a  specific  court  date. 

b.   Juveniles  dted  for  traffic  offenses  shaU  be  referred  to  the  juvenile  court 
for  a  court  date  and  disposition.  When  issuing  a  traffic  citation  to  a 
juvenile,  check  'To  be  notified  by  Juvenile  Court"  and  have  the 
juvenile  sign  the  citation. 

B.  REFUSAL  TO  SIGN  CITATION.  See  DGO  5.06,  Citation  Release. 

C.  CITING  AT  THE  SCENE  OF  A  TRAFHC  COLLISION 

1.   PURPOSE.  A  Notice  to  Appear  may  be  issued  by  a  qualified  officer 

investigating  a  vehicle  coUision,  even  though  the  violation  did  not  occur 
in  his/her  presence.  The  purpose  of  issuing  a  Notice  to  Appear  is  to  bring 
a  suspected  traffic  violator  involved  in  a  traffic  collision  into  court. 
Unlike  most  occasions  when  a  Notice  to  Appear  is  issued  after  an  officer 
witnesses  a  violation,  a  Notice  to  Appear  issued  in  connection  witii  a 
"traffic  collision  does  not  constitute  an  arrest  and  the  violator  need  not  sign 
the  citation. 

Z   QUALmCATION.  Only  officers  possessing  either  of  the  following 

qualifications  may  issue  a  Notice  to  Appear  in  connection  witii  a  traffic 
collision: 

a.  A  Certificate  of  Completion  fi-om  a  P.O.S.T.  -  certified  course  in  tiie 
investigation  of  vehicle  accidents,  or 

b.  Officers,  who  through  training  and  experience,  enforced  traffic  laws 
following  collisions  when  such  experience  was  gained  prior  to  the 
State's  adoption  of  Division  17,  Article  3,  commencing  with  Section 
40600  of  the  California  Vehicle  Code. 

3.  CRITERIA  FOR  ISSUANCE.  Before  issuing  a  Notice  to  Appear  at  the  scene  of  a 
traffic  coUision,  a  Traffic  Collision  Report  (SFPD  555)  must  be  completed  by 
a  qualified  officer,  and  he/she  must  have  reasonable  cause  to  believe  a 
traffic  violation  (infraction  or  misdemeanor)  had  occiured. 
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4.  ISSUING  THE  NOTICE  TO  APPEAR.  Complete  the  notice  to  appear  in  the  same 
way  as  you  would  if  the  violation  had  been  committed  in  your  presence. 
Ensure  that  the  incident  report  number  is  included.  If  possible,  have  the 
violator  sign  the  citation;  however,  the  violator  is  not  required  to  sign. 

a.  Cite  adult  violators  to  the  Clerk  of  Municipal  court  within  21  days. 
Juvenile  violators  will  be  notified  of  the  date  and  time  of  their 
appearance. 

b.  After  completing  the  Notice  to  Appear,  furnish  a  copy  to  the  violator 
only  if  the  citation  has  been  signed.  Tell  the  violator  that  he/she  has  21 
days  either  to  post  bail  or  to  request  a  court  hearing  at  the  Traffic  Fines 
Bureau,  Room  101,  Hall  of  Justice.  Also  advise  the  violator  that  failure 
to  respond  may  result  in  a  hold  being  place  on  his/her  driver  license,  a 
complaint  being  filed,  and  a  warrant  of  arrest  issued. 

c    If  the  violator  refuses  to  sign  the  citation,  print  "MAILED^'  in  the 
signature  box,  but  do  not  give  the  violator  a  copy.    Forward  all  copies 
of  the  citation,  along  with  a  copy  of  the  accident  report,  to  the  Collision 
Complaint  Review  Officer,  Traffic  Division  who  will  mail  the  citation 
to  the  violator  indicating  the  date  mailed  in  the  signatiire  box. 

5.  TRAFHC  COLLISION  INVESTIGATION  AND  REPORT  (also  see  DGO  9.02,  Vehicle 
Accidents).   Establish  and  present  the  "corpus"  of  the  violation  and  the 
basis  for  issuing  the  Notice  of  Violation  in  the  concluding  narrative  of 
your  traffic  collision  report. 

6.  FORWARDING.  Forward  the  Notice  to  Appear  and  a  copy  of  the  traffic 
collision  report,  to  the  Traffic  Division,  Traffic  Collision  Complaint 
Review  Officer.  Forward  the  original  collision  report  in  the  usual 
manner. 
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D.  COMMERCIAL  VEHICLE  REGISTRATION  AND  MECHANICAL 
VIOLATIONS 

1.   ENFORCEMENT  PROCEDURES.  When  Stopping  a  driver  of  a  commercial 
vehicle  for  a  registration  or  mechanical  violation,  and  the  driver  is  an 
employee  but  not  the  officer  or  owner  of  the  firm,  follow  these  procedures 
when  completing  the  Notice  to  Appear: 

a.  Complete  all  the  information  boxes  for  the  driver  and  vehicle. 

b.  In  the  registered  owner/lessee  section,  write  the  company  name,  tiie 
name  and  address  of  the  owner,  and  the  responsible  person  of  the 
company  to  whom  tiie  citation  should  be  directed. 

c    Write  "40001A  CVC  (OWNER'S  RESPONSIBILITY)"  in  ihe  signature  section. 
The  driver  does  not  sign  the  citation. 

d.   Do  not  detach  the  copies  of  the  citation.  Forward  the  entire  set  to  tiie 
Traffic  Division,  Commercial  Vehicle  Urut. 

2.   OUT  OF  STATE  REGISTRATION.  The  procedures  above  apply  only  to 
"commercial  vehicles  registered  in  California.  They  do  not  apply  to 
commercial  vehicles  registered  in  anotiter  state  or  to  violations  tiiat  are 
dearly  the  responsibility  of  the  driver. 
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E.  BOOKINGS.  Persons  may  be  arrested  and  booked  solely  for  traffic  infractions 
or  a  combination  of  traffic  infractions  and  non-traffic  offenses.    Courts  have 
voided  crinxinal  charges  after  an  individual  had  resolved  the  traffic  offense, 
which  was  often  the  basis  of  probable  cause  for  the  officer  to  stop,  detain  and 
investigate.  Therefore,  it  is  very  important  to  list  all  traffic  or  non-traffic 
infractions  on  the  booking  form  along  with  the  other  more  serious  offenses 
(see  DGO  4.01,  Booking  of  Prisoners).  All  the  charges  will  be  combined  into  a 
single  case  by  the  District  Attorney. 

1.  NOTICE  TO  APPEAR.  When  booking  a  p)erson  for  a  combination  of  traffic 
infractions  and  other  offenses,  complete  a  Notice  to  Appear  only  to  record 
the  traffic  iixfraction  with  the  DMV.   Do  not  assign  a  court  date,  check  a  box 
for  disposition  or  have  the  suspect  sign  the  Notice  to  Appear.  Write 

"Booked  at "  in  the  signature  section  of  the  form,  but  do  not 

give  the  suspect  a  copy.  Attach  the  entire  set  of  the  Notice  to  Appear  to 
your  incident  report. 

2.  INTOXICATED  DRIVER  (DUI).  After  arresting  an  intoxicated  driver,  list  any 
traffic  violation  that  was  the  basis  of  probable  cause  to  stop  or  was  a 
significant  contributing  factor  in  a  collision  on  the  booking  form  in 
addition  to  the  DUI  charge. 

F.  VOIDING  CITATIONS.  See  DGO  9.05,  Traffic  Citation  Control. 
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GENERAL  ORDER  08/10/94 

VEHICLE  ACCIDENTS 

This  order  establishes  policies  regarding  the  investigation  of  injury  and  non-injury 
vehicle  accidents. 

I.   POLICY 

A.  INVESTIGATION  AND  REPORT.  It  is  the  policy  of  the  San  Francisco  Police 
Department  to  investigate  and  report  the  following  types  of  vehicle  accidents: 

1.  Vehicle  accidents  resulting  in  death  or  injury. 

2.  All  hit  and  run  vehicle  accidents  resulting  in  death,  injury  or  properly 
damage. 

3.  All  runaway  vehicle  accidents  resulting  in  death,  injury  or  property 
damage. 

4.  All  vehicle  accidents  involving  a  city-owned  vehicle  or  damage  to  dty- 
owned  property. 

5.  All  school  bus  accidents. 

6.  All  vehicle  accidents  involving  an  arrest 

B.  PROPERTY  DAMAGE  ONLY.  Members  need  not  investigate  or  report  non- 
injiuy  (property  damage)  vehicle  accidents  that  do  not  include  any  of  the 
above-listed  criteria. 

C  ASSIGNMENT  PRIORITY 

1.   COLLISION  INFORMATION  FORM.  The  assigTunent  priority  for  accidents 
requiring  the  completion  of  a  Collision  Information  Form  is: 

a.   Primary  -  Patrol  Unit 
bt    Secondary -Traffic  Unit 
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2.   TRAFnc  COLLISION  INVESTIGATION  AND  REPORT.  The  assignment  priority 
for  accidents  requiring  an  investigation  and  the  completion  of  a  Traffic 
Collision  Report  is: 

a-    Primary  -  Traffic  Unit 

h.    Secondary  -  Patrol  Unit 

II.  PROCEDURES 

A.  INJURY  ACCIDENTS 

1.  REPORT.  When  investigating  an  accident  involving  injuries,  always 
complete  an  entire  Traffic  Collision  Report,  including  a  diagram  of  the 
accident  scene. 

2.  NOTIFICATION  If  a  death  or  seriovis  injury  results,  immediately  notify  the 
Hit  and  Run  Section  during  business  hovirs,  or  the  Operations  Center  at  all 
other  times  (see  DGO  8.01,  Critical  Incident  Evaluation  and  Notification). 
Record  the  name  and  the  star  number  of  the  person  notified  along  with 
the  time  on  the  Traffic  Collision  Report. 

3.  VICTIM  IDENTIFICATION.  Refer  all  requests  for  victim  identification,  by 
dtizeiis  or  the  media,  to  the  Operations  Center,  the  Hit  and  Rvm  Section  or 
the  Medical  Examiner's  Office,  if  applicable  (see  DGO  8.09,  Media 
Relations). 

4.  VEHICLE  HOLDS.  See  DGO  9.06,  Vehicle  Tows. 

B.  HIT  AND  RUN  VEHICLE  ACCIDENTS 

1.  REPORT.  When  requested  by  a  citizen,  investigate  and  prepare  a  Traffic 
Collision  Report  and  a  Hit  and  Rim  Record  (SFPD  133)  for  all  hit  and  run 
vehicle  accidents  occurring  in  San  Francisco,  whether  you  are  at  the  scene 
or  not.  ^ 

2.  NOTIFICATION.  If  a  death  or  serious  injury  has  occurred,  preserve  the 
accident  scene,  notify  the  Hit  and  Run  Section  or  the  Operations  Center, 
and  follow  the  procedures  outlined  in  Injury  Accidents,  n.  A. 
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C  RUNAWAY  VEHICLE  ACCIDENTS 


1.  REPORT.   When  investigating  a  vehicle  accident  involving  a  parked 
vehicle  in  violation  of  Section  58a  of  the  Traffic  Code,  prepare  a  Traffic 
Collision  Report  and  include  all  of  the  following: 

a.  Whether  the  emergency  brake  was  on  or  partially  on. 

b.  The  position  of  the  gear  selector  (manual  or  automatic), 
c    Whether  the  vehicle  was  locked. 

d.  Whether  the  vehicle  may  have  been  struck  and  set  into  motion  by 
another  vehicle. 

2.  CITATION/TOW /HOLD.  Qte  the  vehicle  58a  T.C.  (no  blocks)  and  tow  it  after 
placing  a  "hold"  for  the  Traffic  Division  (see  DGO  9.06,  Vehicle  Tows). 
Direct  the  owner  to  the  Traffic  Division,  Room  150,  Hall  of  Justice  to  get  a 
release. 

D.  CITY-OWNED  VEHICLES  OR  PROPERTY.  When  investigating  an  accident 
involving  a  dty-owned  vehicle  or  property,  attempt  to  notify  the  appropriate 
city  department,  e.g..  Department  of  Electricity,  Department  of  Public  Works, 
etc.   Minor  non-injury  accidents  involving  the  Muni  may  be  investigated  by 
Muni  persormel. 

E  SCHOOL  BUS  ACCIDENTS.  If  students  are  on  the  bus  at  the  time  of  the 
accident  and  there  are  injuries,  ensure  that  the  Communications  Division 
notifies  the  California  Highway  Pati-ol.   The  primary  investigating  unit 
should  be  a  traffic  solo  officer. 

F.  VEHICLE  ACCIDENTS  INVOLVING  AN  ARREST.  After  arresting  a  person 
involved  in  a  vehicle  accident,  whether  the  arrest  is  related  to  the  accident  or 
is  related  to  the  previous  comnussion  of  a  crime,  complete  a  Traffic  Collision 
Report.   When  completing  the  incident  report,  refer  to  the  Traffic  Collision 
Report.   Also  refer  to  the  incident  report  in  the  Traffic  Collision  Report. 

G.  VEHICLE  ACCIDENTS  INVOLVING  HAZARDOUS  MATERIALS.  See  DGO 
8.07,  Hazardous  Material  Incidents. 
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H.  NON-INJURY  VEHICLE  ACCIDENTS.  When  arriving  at  the  scene  of  a  non- 
injury vehicle  accident,  advise  the  citizens  that  it  is  the  policy  of  this 
Department  not  to  investigate  vehicle  accidents  involving  only  property 
damage.  If  a  citizen  insists  on  a  report,  follow  these  procedures: 

1.  EXCHANGE  OF  INFORMATION.  Assure  proper  exchange  of  the  Collision 
Information  Form  (SFPD  19)  and,  if  necessary,  assist  each  party  in 
completing  them.   Ensure  that  any  witness  information  is  provided  to  the 
parties  involved. 

2.  TOWS.  Arrange  for  tows  and  direct  traffic  if  necessary. 

I.    CmNG  AT  THE  SCENE  OF  A  TRAFHC  COLLISION.  See  DGO  9.01,  Traffic 
Enforcenient. 

J.    NOTLFICATION  TO  DMV 

1.  WHEN.  When  investigating  an  accident  (either  injury  or  non-injury) 
advise  the  drivers  involved  that  they  must  notify  the  Department  of 
Motor  Vehicles  within  10  days  when  either: 

a.  There  is  more  than  $500  in  damage  to  the  property  of  any  one  person, 
or 

b.  Anyone  is  injured  (no  matter  how  slightly)  or  killed. 

2.  FORM.  As  required  by  California  Vehicle  Code  Section  16000,  it  is  the 
responsibility  of  each  driver  -  not  the  police  or  the  CHP  -  to  repor^  he 
accident.  The  accident  should  be  reported  on  DMV  Form  SR  1,  'Tv^port  of 
Traffic  Accident,"  which  is  available  at  any  DMV  office  or  CHP  field  office. 
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San  Francisco  Police  Department  -^ 

GENERAL  ORDER  R^^  03/i8/98,  Eff.  o4/oi/98 

MANDATORY  BLOOD  TESTS  FOR  DRIVERS 
UNDER  THE  INFLUENCE 

The  purpose  of  this  order  is  to  establish  the  poUcy  and  procedures  for  the  chemical  testing  of 
non-consensual  blood  samples  taken  from  persons  arrested  for  driving  under  the  influence  of 
alcohol  and/or  drugs.  This  order  cancels  and  supersedes  all  prior  orders  on  this  subject. 

I.  POLICY 

A.  Officers  shall  adhere  to  the  following  procedures  regarding  the  nonconsensual 
withdrawal  of  blood  samples  from  persons  arrested  pursuant  to  section  23152 
(misdemeanor),  23152/23175  (felony),  or  23153  (felony)  of  the  State  of  California 
Vehicle  Code  (V.C.). 

1.  When  an  officer  makes  a  lawful  arrest  for  driving  under  the  influence  Sections 
23152, 23152/23175,  or  23153  of  the  State  of  California  Vehicle  Code,  based 
upon  the  reasonable  belief  that  the  person  arrested  is  intoxicated,  the  arrestee 
will  be  given  the  opportunity  to  voluntarily  submit  to  a  blood,  breath,  or  urine 
test,  but  reasonable  force  may  be  used  to  obtain  a  sample  of  arrested  persons' 
blood  upon  refusal  to  submit  to  tests  (blood,  breath,  or  urine)  as  per  Chemical 
Test  Admonition  (23157  V.C.). 

2.  The  individual  (driver)  shaU  be  admonished  that  refusal  to  voluntarily  submit 
to,  or  complete  a  chemical  test  of  his  or  her  choice,  will  result  in  Xht  forcible 
withdrawal  of  a  blood  sample,  and  that  the  mandatory  license  suspension 
pursuant  to  13353  (Implied  Consent)  and  13353.2  (Administrative  Per  Se)  of  the 
California  Vehicle  Code  will  be  invoked. 

3.  The  force  used  to  obtain  the  non-consensual  blood  sample  must  be  limited  to 
that  amount  necessary  to  obtain  the  sample  and  not  disproportionate  to  the 
need. 

4.  The  sample  must  be  drawn  by  a  medically  qualified  person,  as  per  Section  23158 
V.C,  in  a  reasonable  and  medically  approved  manner. 

5.  AU  non-consensual  blood  samples  shall  be  withdrawn  by  an  emergency 
attending  physician  or  charge  nurse  at  San  Francisco  General  Hospital,  or  by 
the  jail  nurse  at  the  Hall  of  Justice. 
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6.  Blood  samples  shall  not  be  withdrawn  from  persons  who  are  hemophiliacs,  or 
who  have  a  heart  condition  and  are  using  a  prescribed  anticoagulant  as  per 
Section  23157(b)  V.C.  A  statement  by  the  arrestee  to  that  effect  is  sufficient  for 
the  ofGcer  to  assume  that  the  subject  qualifies  for  exemption.  It  is  recommended 
that  ofQcers  make  this  determination  early  in  the  arrest  procedure  to  assist  with 
determining  which  chemical  tests  are  applicable  to  the  subject 

7.  Except  in  cases  of  felonies,  persons  under  18  years  of  age  will  not  be  subject  to 
non-consensual  chemical  testing. 

n.  ARREST  PROCEDURES 

A.  The  individual  (driver)  miist  have  been  placed  under  arrest  for  any  violation  of  Sections 
23152, 23152/23175,  or  23153  of  the  State  of  CaUfomia  Vehicle  Code. 

1 .  The  individual  (driver)  arrested  for  violation  of  Section  23 1 52,  23 1 52/23 1 75,  or 
23153  V.C.  (felony  or  as-a  misdemeanor)  shall  be  given  the  opportunity  to  submit  to  a 
chemical  test  of  his  or  her  choice  (blood,  breath,  or  urine).  This  vidll  be  accomplished 
by  the  officer  reading  verbatim  the  foraial  admonishment  (Chemical  Test  Admonition 
[23157  V.C.])  located  on  page  3  of  4  of  SFPD  284  (Driving  Under  the  Influence). 
However,  in  the  case  of  any  felony  arrest  for  23153  V.C.  involving  death  or  great 
bodily  injmy  (i.e.,  injury  that  requires  immediate  medical  treatment  and 
hospitalization),  a  blood  test  only  shall  be  administered  to  such  drivers. 
EXCEPTION:  A  urine  test  shall  be  administered  to  those  drivers  who  are  afflicted 
with  hemophilia,  or  arc  afOietcd  with  a  heart  condition  and  arc  using  an  anticoagulant 
imdcr  the  direction  of  a  licensed  physician  and  surgeon.  (Section  23 1 57  [b]  &  [c] 
¥t€t) 

2.  If  the  individual  (driver)  arrested  is  in  need  of  medical  treatment  and  is  first 
transported  to  a  medical  facility  where  it  is  not  feasible  to  administer  a  particular  test 
of,  or  to  obtain  a  particular  sample  of,  the  person's  blood,  breath,  or  urine,  the  person 
has  the  choice  of  those  tests  which  are  available  at  the  facility  to  which  the  person  has 
been  transported. 

3.  If  the  individiial  (driver)  has  chosen  a  breath  test  and  upon  completion  of  that  test, 
drug  use  is  suspected,  officers  shall  then  read  verbatim  the  Drug  Admonition  located 
on  page  4  of  4  of  SFPD  284  (Driving  Under  the  Influence). 
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The  arrestee  will  then  have  a  choice  of  a  blood  or  urine  test.  The  officer  shall 
state  in  his  or  her  report  the  facts  upon  which  the  test  was  requested  [23157(a)(1) 
V.C.]. 

4.  If  the  individual  (driver)  has  refused  to  submit  to  chemical  testing  after:  (1)  being  read 
the  Chemical  Test  Admonition  (23157  V.C);  (2)  being  asked  to  submit  to  a  blood  test 
in  a  felony  arrest  siniation;  or  (3)  upon  being  read  the  Drug  Admonition  after 
submitting  to  a  breath  test,  a  non-consensual  blood  sample  will  be  dravm. 

5.  Any  person  who  is  unconscious  or  otherwise  in  a  condition  rendering  him  or  her 
incapable  of  refusal  is  deemed  not  to  have  withdravm  his  or  her  consent,  and  a  test  or 
tests  may  be  administered  whether  or  not  the  person  is  told  that  his  or  her  failure  to 
submit  to,  or  the  noncompletion  of,  the  test  or  tests  will  result  in  the  suspension  or 
revocation  of  his  or  her  privilege  to  operate  a  motor  vehicle.  Any  person  who  is  dead 
is  deemed  not  to  have  withdrawn  his  or  her  consent  and  a  test  or  tests  may  be 
administered  at  the  direction  of  a  peace  ofiBcer  (Section  23157  [a]  [5]  V.C). 

m.      VOLUNTARY  BLOOD  SAMPLES 

"  A.  Procedures 

1 .  If  an  individual  (driver)  is  suspected  of  driving  imder  the  influence  and  voluntarily 
submits  to  a  blood  sampling,  the  arresting  or  assigned  officers  shall  transport  the 
arrestee  to  the  basement  holding  cell  of  the  County  Jail  Number  1  at  the  Hall  of 
Justice  where  the  test  will  be  administered. 

2.  If  an  individual  (driver)  is  suspected  of  driving  under  the  influence  and  has  refused  to 
submit  to  a  chemical  testing,  and  will  not  physically  resist  the  non-consensual  blood 
withdrawal,  the  arrestee  wiU  be  transported  to  the  basement  holding  cell  of  the 
County  Jail  Number  1  at  the  Hall  of  Justice  where  the  test  will  be  administered. 

a.    The  arresting  officer  will  complete  the  Department  of  Public  Health  form,  "Test 
Request  for  Blood  Alcohol  Determination  Despite  the  Refusal  of  the  Patient." 

3.  Officers  en  route  to  the  Hall  of  Justice  shall  contact  Dispatch  to  advise  them  that  they 
will  need  the  jail  nurse  to  draw  blood  fi"om  the  arrestee. 
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In  the  event  of  a  mass  arrest  filling  the  basement  holding  area.  Dispatch  shall 
divert  officers  to  San  Francisco  General  Hospital  (SFGH),  Emergency 
Department. 
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b.    In  the  event  of  a  nursing  staff  shortage  at  the  Hall  of  Justice,  the  head  nurse  or 
designee  shall  contact  Dispatch  and  SFGH  to  notify  them  of  the  situation. 
Dispatch  will  advise  the  officers  and  divert  the  officers  to  San  Francisco  General 
Hospital  (SFGH),  Emergency  Department. 

rV.     NON-CONSENSUAL  BLOOD  SAMPLES  (Uncooperative/Resister) 
A.  Procedures 

1 .  If  the  individual  (driver)  is  suspected  of  driving  xmder  the  influence  and  has  refused  to 
submit  to  a  chemical  testing  and  is  vmcooperative,  and/or  combative,  and/or  resistive, 
he  or  she  will  be  transported  to  the  Emergency  Department  of  San  Francisco  General 
Hospital  and  shall  remain  there  for  the  duration  of  the  test. 

2.  In  all  non-consensual  blood  withdrawals  which  involve  an  imcooperative,  and/or 
resistive,  and/or  combative  individual  (driver),  a  sergeant  or  a  commissioned  officer 
shall  respond  to  the  Emergency  Department  of  San  Francisco  General  Hospital. 

a.  The  sergeant  or  commissioned  officer  shall  make  a  determination  if  additional 
officers  will  be  needed  to  assist  the  hospital  staff  m  restraining  the  individual 
(driver)  during  the  withdrawal. 

b.  The  test  (blood  withdrawal)  will  be  administered  under  the  direction  of  the  senior 
physician  on  duty  or  his  or  her  designee. 

c.  The  sergeant  or  commissioned  officer  shall  complete  the  Department  of  Public 
Health  form,  "Test  Request  for  Blood  Alcohol  Detennination  Despite  the  Refusal 
of  the  Patient." 

d.  The  sergeant  or  commissioned  officer  shall  insure  that  no  more  force  or  restraint 
than  necessary  is  used  to  accomplish  the  procedure  (blood  withdrawal). 

e.  The  arresting  officer  shall  articulate  in  his  or  her  incident  report  that  it  became 
necessary  to  forcibly  remove  a  blood  sample  fi-om  the  subject.  The  procedure 
shall  be  described  in  the  report  (i.e.,  how  the  subject  was  secured,  resistance,  and 
the  amoxmt  of  force  used). 

3.  In  all  cases  where  the  individual  (driver)  changes  his  or  her  mind  once  the  blood 
withdrawal  is  about  to  begin,  the  individual  (driver)  will  be  limited  to  those  tests 
which  are  available  at  that  testing  site. 
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a.  Basement  Holding  Cell  of  County  Jail  Number  1 :  If  at  any  time  of  the  blood 
withdrawal,  the  individual  (driver)  changes  his  or  her  mind,  he  or  she  can  then 
choose  and  complete  either  a  breath  or  urine  test. 

b.  San  Francisco  General  Hospital,  Emergency  Department:  If  at  the  time  of  the 
blood  withdrawal,  the  individual  (driver)  changes  his  or  her  mind,  he  or  she 
would  be  limited  to  a  urine  test  at  this  facihty.  The  arresting  officer  must  warn 
individuals  being  transferred  to  San  Francisco  General  Hospital  of  this  limitation. 

V.  CHAIN  OF  CUSTODY 
A.    Procedures 

1 .  The  appropriate  testing  kits  shaU  be  utilized.  These  kits  will  be  located  at  the  testing 
sites. 

2.  The  blood  samples  obtained  will  be  marked  and  sealed  according  to  Department 
policy  and  then  placed  in  the  refrigerator  in  the  appropriate  box  (alcohol  or  drugs)  in 
the  basement  holding  cell  area  of  the  Hall  of  Justice. 
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SEAT  BELT  POUCY 

This  order  establishes  policy  to  help  ensxire  maximuin  operator  and  passenger 
safety,  minimizing  the  possibility  of  death  or  injury  resulting  from  motor  vehicle 
crashes. 

I.   INTRODUCTION 

Research  clearly  shows  that  the  use  of  safety  belts  has  a  significant  effect  in 
reducing  the  number  of  deaths  and  the  severity  of  injuries  resulting  from  motor 
vehicle  crashes.   A  law  enforcement  officer's  chance  of  being  involved  in  a 
motor  vehicle  aash  is  two  to  ten  times  greater  than  that  of  the  general  public. 
The  use  of  safety  restraints  reduces  the  risk  of  death  and  serious  injury  and 
assists  officers  in  maintaining  proper  control  of  their  vehicles  in  pursuit  and /or 
emergency  high-speed  operations. 

n.  POUCY 

A.  USE  OF  SEAT  BELTS.  It  is  the  policy  of  the  San  Francisco  Police  Department 
to  ensure  the  safety  of  all  persormel  and  their  families.  In  accordance  with 
Caiifomia  Vehicle  Code  Section  27315,  safety  belts  shall  be  worn  by  drivers 
and  passengers  in  all  vehicles  owned,  leased  or  rented  by  the  Department 
when  in  motion-  This  also  applies  to  the  operation  of  privately  owned  or 
other  vehicles  used  on  duty.  Department  personnel  shall  use  properly 
adjusted  and  securely  fastened  safety  belts  when  operating  or  riding  in  any 
vehicle  so  equipped. 

B.  DRIVER'S  RESPONSIBILITY.  The  vehicle's  driver  is  responsible  for  ensuring 
compliance  by  all  passengers. 

C  TRANSPORTING  CHILDREN.  Approved  child  safety  restraints  shall  be  used 
when  transporting  children  under  the  age  of  four  years  or  weighing  less  than 
40  pounds. 

D.  OPERATION  OF  DEPARTMENT  VEHICLES.  No  person  shall  operate  a 
Department  vehicle  or  transport  anyone  when  he/she  does  not  have  an 
operable  seat  belt 
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E.  TRANSPORTING  ARRESTED  PERSONS.  A  person  under  arrest  and  being 
transported  in  a  Department  vehicle  is  required  to  be  secured  by  a  safety  belt 
where  provided  by  the  vehicle  manufactiu:er.  Officers  are  exempt  from  this 
policy  when: 

1.  The  rear  seat  belts  have  been  removed. 

2.  The  prisoner  is  resisting  or  combative  and  the  officer's  safety 
would  be  jeopardized  by  attempting  to  secure  a  safety  belt  around  the 
prisoner.  If  available,  a  wagon  should  be  used  to  transport  such  prisoners. 

3.  The  prisoner's  size  or  build,  coupled  with  vehicle  configuration,  create  a 
hardship  to  accomplish  the  seciuing  of  the  safety  belt  aroimd  the  prisoner. 

F.  REMOVAL  OF  SEAT  BELTS.  When  arriving  at  an  emergency  call,  a 
potentially  dangerous  situation  or  making  a  vehicle  traffic  stop,  officers  may 
remove  the  safety  restraint  for  a  quick  exit  just  prior  to  stopping.  In  traffic 
stops,  the  officer  must  be  reasonably  siure  that  the  violator  is  going  to  stop 
before  removing  the  safety  restraint  to  prevent  the  officer's  entering  into  a 
pursuit  without  using  the  safety  belt 

a  EXEMPTIONS  FOR  UNDERCOVER  OFHCERS 

1.  Officers  functioning  in  an  undercover  capacity  are  exempt  from  this  policy 
when: 

a.  The  wearing  of  the  belt  could  pose  safety  problems  when  the  officer 
anticipates  being  in  pro>dmity  to  a  suspect  while  conducting 
undercover  operations. 

b.  The  wearing  of  the  belt  could  compromise  the  officer's  identity. 

2.  This  exemption  is  intended  to  facilitate  the  xindercover  narcotic  or  vice 
officers  in  conducting  their  duties  when  they  are  about  to  contact  street 
dealers,  prostitutes,  etc  Officers  working  a  plainclothes  detail  or  on 
routine  patrol  are  not  exempted.  Undercover  officers  merely  in  transit  or 
on  an  administrative  assigiunent  are  not  exempted. 


DGO  9.04 
08/10/94 

H.  TRAINING.  Roll  call  video  training  will  be  provided  prior  to 

implementation  of  this  order.  A  practical  application  training  regarding  seat 
belt  usage  will  be  provided  in  conjunction  with  roll  call  training  to  be 
conducted  at  the  unit  level.  Additional  training  will  be  provided  in  future  in- 
service  training  sessions. 

L    VIOLATIONS.  Noncompliance  with  the  requirements  of  this  order  will 
result  in  appropriate  corrective  or  disciplinary  action,  as  follows: 

1.  Verbal  reminders  for  initial  incidents. 

2.  Formal  coxmseling,  which  could  be  included  in  PIP  for  repeated 
violations. 

3.  Recommendation  of  discipline  for  patterns  of  noncompliance  or  refusal  to 
wear  a  safety  belt 
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commanding  officer.  Attach  a  photocopy  of  the  citation  to  SFPD  256 
and  send  both  to  the  Department  of  Parking  and  Traffic  (DPT). 

b.  Do  not  write  "void"  on  the  citation.  Complete  the  Officer's  Daily 
Citation  Report  and  submit  all  the  copies  of  the  Notice  of  Parking 
Violation  to  the  Department  of  Parking  and  Traffic. 

c  Tell  the  citizen  that  he/she  must  retain  the  violators  copy  of  the 
citation.   The  Department  of  Parking  and  Traffic  will  send  him/her  a 
notice  when  the  Notice  of  Parking  Violation  has  been  dismissed. 

C  VOIDING  A  NOTICE  TO  APPEAR  (TRAFHC  INFRACTIONS).  If  the  interest 
of  justice  demand  that  a  Notice  to  Appear  be  voided,  follow  these  procedures: 

1.  INCOMPLETE  CITATION.  If  the  Notice  to  Appear  has  not  been  completed 
and  signed  by  the  violator,  follow  these  procedures: 

a.  Write  "void"  on  all  the  copies  of  the  citation.  Also  write  "void"  on  the 
Officer's  Daily  Citation  Report  next  to  the  citation  number. 

b.  -Forward  the  Officer's  Daily  Citation  Report  along  with  all  the  copies  of 
the  Notice  to  Appear  in  the  usual  manner. 

2.  COMPLETED  CITATION.  If  the  Notice  to  Appear  has  been  completed  and 
signed,  follow  these  procedures: 

a.  Complete  a  Dismissal  Request  (SFPD  256),  explaining  on  the  form  the 
reasons  the  citation  should  be  dismissed  and  get  the  approval  of  your 
commanding  officer.  Make  a  photocopy  of  the  citation,  attach  it  to  the 
Dismissal  Request,  and  forward  both  to  Traffic  Administration. 

b.  Do  not  write  "void"  on  the  citation.  Submit  all  the  copies  of  the 
citation  in  the  usual  manner. 

c   Advise  the  person  that  you  will  recommend  a  dismissal  of  the  citation; 
however,  a  dismissal  is  disaetionary  with  the  court.  The  person 
retains  the  violator's  copy  of  the  citation  and  he/she  is  responsible  for 
it  until  the  court  dismisses  the  citation. 


*) 


9  05 

San  Francisco  Police  Department  -^  .  w  ^ 

GENERAL   ORDER  08/10/94 

TRAFnC  CITATION  CONTROL 

The  purpose  of  this  order  is  to  establish  procedures  for  receiving,  storing,  processing 
and  voiding  Notice  to  Appear  and  Notice  of  Parking  Violation  citation  foraxs. 

I.   PROCEDURES 

A.  DUTIES  OF  THE  COMMANDING  OPnCER/OFHCER-IN-CHARGE 

1.  STORAGE  /ISSUANCE/RECEIPTS.  Provide  for  the  safekeeping  and 
accountability  of  citations.   Ensure  that  citations  are  issued  in  numerical 
sequence  and  that  the  Special  Receipt  (Controller's  Slip)  is  completed  for 
each  set  (book). 

2.  ROUTING  OF  COMPLETED  CITATIONS.  Have  completed  Notice  of  Parking 
Violation  citation  forms  forwarded  to  the  Department  of  Parking  and 
Traffic  (DPT),  and  completed  Notice  to  Appear  citation  forms  forwarded  to 
the  Records  Section  with  the  accompanying  "Officer's  Daily  Citation 
Report."  Notice  to  Appear  and  Notice  of  Parking  Violation  forms  must  be 
Usted  on  separate  Officer's  Daily  Citation  Report  forms. 

B.  VOIDING  A  NOTICE  OF  PARKING  VIOLATION.   If  the  interests  of  justice 
demand  that  a  Notice  of  Parking  Violation  be  voided,  follow  these 
procedures: 

1.  INCOMPLETE  CITATION.  If  the  Notice  of  Parking  Violation  has  not  been 
completed  and  attached  to  a  vehicle,  follow  these  procedures: 

a.  Write  "void"  on  all  the  copies  of  the  citation  and  write  "void"  next  to 
the  citation  number  on  the  Officer's  Daily  Citation  Report. 

b.  Forward  the  Officer's  Daily  Citation  Report  along  with  all  the  copies  of 
the  citation  to  the  Department  of  Parking  and  Traffic  (DPT). 

2.  COMPLETED  CITATION.    If  the  Notice  of  Parking  Violation  has  been 
completed  and  attached  to  the  vehicle,  follow  these  procedures: 

a.  Complete  a  Dismissal  Request  (SFPD  256),  explaining  on  the  form  the 
reason  the  citation  should  be  canceled,  and  get  the  approval  of  your 
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VEHICLE  TOWS 

The  purpose  of  this  order  is  to  set  forth  policies  and  procedures  relating  to  towing  of 
vehicles,  placing  of  holds  and  releasing  of  towed  vehicles. 

I.    POUCY 

A.  AUTHORTTY  OF  OFHCERS  TO  TOW.  It  is  the  poUcy  of  the  San  Francisco 
Police  Department  that  officers  tow  vehicles  only  when  authorized  pursuant 
to  Division  11,  Chapter  10,  Article  1  of  the  California  Vehicle  Code  (Section 
22650,  et  seq.)  and  various  sections  of  the  San  Francisco  Traffic  Code. 

n.  TYPES  OF  TOWS 

A.  ARREST  TOWS 

1.  PERMISSIBLE  CIRCUMSTANCES.  It  is  the  policy  of  the  Department  that 

officers  may  tow  a  vehicle  driven  by,  or  in  the  control  of,  a  person  arrested 
and  taken  into  custody  wheiu 

a.  The  vehicle  is  needed  for  evidence. 

b.  The  vehicle  must  be  secured  while  obtaining  a  search  warrant. 

c    The  vehicle  caimot  be  secured,  and  cannot  be  released  immediately  to  a 
person  at  the  scene  who  is  authorized  by  the  arrestee. 

d.  The  vehicle  is  a  traffic  hazard,  and  cannot  be  released  immediately  to  a 
person  at  the  scene  who  is  authorized  by  the  arrestee. 

e.  The  vehicle  is  not  parked  in  a  place  that  will  be  legal  for  at  least  24 
hours  from  the  time  of  arrest. 

f.  Towing  is  specifically  requested  by  the  arrested  person. 
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2.  MANDATORY  ORCXIMSTANCES.  It  is  the  policy  of  the  Department  that 
officers  shall  tow  any  vehicle  being  driven  by  a  person  who  has  had 
his/her  driver  license  suspended  or  revoked,  or  by  a  person  who  has 
never  been  issued  a  driver  license.  The  vehicle  shall  not  be  released  to 
anyone  at  the  scene;  however,  a  commercial  vehicle  (e.g.,  cab,  truck,  bus) 
may  be  released  to  an  agent  of  the  company  who  is  a  licensed  driver. 

3.  SUPERVISORY  APPROVAL.  Except  when  spedficaUy  requested  by  an  arrested 
person,  officers  shall  obtain  approval  from  a  supervisory  officer  before 
towing  a  vehicle  pursuant  to  an  arrest.  The  reason  for  the  tow  and  the 
name  of  the  supervisory  officer  giving  approval  shall  be  included  in  the 
incident  report. 

4.  PROPERTY.  When  the  vehicle  of  an  arrested  person  contains  <in  item  of 
extraordinary  value,  but  towing  is  not  warranted,  the  item  may  be  booked 
according  to  Department  policies  and  procedures.  An  arrested  person's 
vehicle  shall  not  be  towed  simply  because  it  contains  an  item  of  value. 

5.  MOVING  A  VEHICLE  PRIOR  TO  TOWING 

a.  .Officers  shall  not  move  a  vehicle  that  is  to  be  towed  pursuant  to  an 

arrest  imless  they  have  the  express  permission  of  a  supervisory  officer, 
and  then  only  when  moving  the  vehicle  is  necessary  for: 

(1)  Officer  or  citizen  safety;  or 

(2)  The  protection  of  evidence;  or 

(3)  When,  in  the  supervisor's  opinion,  further  investigation  of  the 
vehicle  is  necessary. 

b.  Officers  moving  a  vehide  that  is  to  be  towed  pursuant  to  an  arrest 
shall  include  the  following  information  in  their  incident  report 

(1)  The  reason  for  the  tow; 

(2)  The  reason  for  moving  the  vehide; 

(3)  The  name  of  the  supervisor  giving  permission  to  move  the  vehide 
prior  to  the  tow. 
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6.   NOTICE  OF  TOW  HEARING.   Officers  shall  insure  that  an  arrested  person, 
whose  vehicle  has  been  towed  subsequent  to  an  arrest,  is  given  a  Notice  of 
Tow  Hearing  (SFPD  387).  Officers  shaU  document  the  issuing  of  this  form 
in  their  incident  report  and  indicate  whether  the  arrested  person  is  the 
owner  of  the  towed  vehicle. 

B.  RECOVERED  VEHICLE  TOWS 

1.  PERMISSIBLE  CIRCUMSTANCES.  It  is  the  policy  of  the  Department  that  an 
officer  may,  in  addition  to  other  circumstances  described  in  this  order,  tow 
a  recovered  vehicle  when  either  of  the  following  conditions  exists: 

a.  The  vehicle  is  not  operable. 

b.  The  officer  believes  a  hold  must  be  placed  on  the  vehicle,  e.g.,  the 
vehicle  was  involved  in  the  commission  of  a  crime,  contains  physical 
evidence,  altered  VIN. 

2.  MANDATORY  ORCUMSTANCES/NOTinCATION  OF  REPORTEE.  In  all  Other 
cases,  the  Commimications  Division  shall  make  an  attempt  to  contact  the 
pejson  who  reported  the  vehicle  theft,  provided  that  he/she  is  a  resident 
of  San  Francisco.  The  person  shall  be  told  of  the  location  of  the  vehicle 
and  advised  that  he/she  or  an  authorized  representative  must  arrive  at 
the  scene  within  20  minutes  to  take  custody  of  the  vehicle.  If  the  person 
or  representative  cannot  respond  or  does  not  arrive  within  20  minutes, 
the  vehicle  shall  be  towed. 

3.  TOWING  POSSIBLE  STOLEN/RECOVERED  VEHICLES.  Many  vehicles  have  been 
towed  simply  because  they  appeared  to  have  been  stolen,  e.g.,  the  vehicle 
was  stripped,  identification  mma>ers  (VIN)  were  removed,  or  other  causes 
for  suspicion  were  present.  In  many  cases,  the  towed  vehicle  had  not  been 
stolen,  but  was  merely  abandoned  by  \he  owner.  Therefore,  it  is  \he  policy 
of  the  Department  that  officers  not  tow  vehicles  simply  because  they 
appear  to  be  stolen. 

C  TOWING  ABANDONED  VEHICLES  FROM  PRIVATE  PROPERTY. 

Complaints  concerning  vehicles  abandoned  on  private  property  that  are  not 
stolen  or  embezzled  shall  be  referred  to  the  Environmental  Health  Services 
Center  Office,  101  Grove  Street 
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D.  VEMCLE  ALARMS,  CITATION  AND  TOW.  See  DGO  5.10,  False  Alarms. 

m.  TOW  POUCY  AND  PROCEDURES 

A.  REQUESTING  A  TOW.  Before  requesting  a  tow,  check  to  see  if  the  vehicle  is 
stolen.  Query  both  the  license  plate  number  and  the  VIN  if  necessary.  Ensure 
that  the  VIN  and  license  plate  number  correspond  to  registration 
information. 

1.  STOLEN.  If  the  vehicle  is  stolen,  follow  the  provisions  in  this  order  before 
requesting  a  tow. 

2.  NOT  STOLEN  (CLEAR ).  If  the  vehicle  is  clear,  request  a  tow  through  the  Tow 
Dispatch  Center  (TE)C)  and  provide  the  following  information: 

a.  Unit  designation. 

b.  Location  (street  name  and  exact  location  or  approximate  block  nimiber; 
also  provide  the  nearest  cross  street). 

c  -  Reason  for  tow  (specify  the  violation,  e.g.,  22500e  CVC,  arrest,  evidence, 
accident,  etc.). 

d.  Vehicle  year  of  manufacture. 

e.  Make  (Ford,  Chev.,  etc). 

f .  Style  (two  door,  convertible,  truck,  van,  motorcycle,  etc.). 

g.  Color  (use  basic  colors,  e.g.,  red,  white,  blue,  green). 

h.  License  and  VIN.  If  both  license  plates  are  missing,  but  registration 
information  indicates  that  a  particular  license  plate  number  belongs  on 
the  vehicle,  provide  that  nimiber  when  ordering  the  tow. 

i.    Hold.  Advise  TDC  when  a  hold  needs  to  be  placed  on  the  vehicle. 
Specify  the  type  of  hold,  e.g.,  prints,  burglary,  robbery,  etc  Also  provide 
the  incident  number  (if  applicable). 

j.    Specify  any  special  equipment  needed  for  towing  (e.g.,  dolly). 
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k.  Fully  complete  an  "Inventory  of  Towed  Vehicle"  form  (see  Section  C. 
below). 

3.   DEPARTMENT  VEHICLE  TOWS.  When  ordering  a  tow  for  a  Department 
vehicle,  provide  the  license  and  Department  ID  number,  year,  make  and 
model.   The  Department  tow  truck  will  respond;  however,  when  the 
Department  tow  truck  is  xmavailable,  TDC  will  dispatch  a  private  tow 
truck. 

INVENTORY  OF  TOWED  VEHICLES.  When  towing  a  vehicle,  officers  shall 
inventory  the  contents  of  the  vehicle.  The  piorpose  of  the  inventory  is  to 
locate  arid  secure  any  valuable  property,  to  guard  against  false  claims,  and  to 
protect  officers  and  others  from  dangerous  objects.  When  conducting  an 
inventory,  officers  may  search  anywhere  inside  the  vehicle  including 
consoles,  glove  boxes,  imder  the  seats,  inside  the  trunk  and  inside  any 
container  of  the  vehicle. 

1.  FORM  PREPARATION.  When  towing  a  vehicle,  always  complete  an 
"Inventory  of  Towed  Vehicle"  form.  This  form  must  be  used  to 
document  tows  ordered  by  the  Department,  with  the  exception  of  tows  of 
Department  vehicles  or  tows  requested  by  an  owner  or  operator.  List 
inventoried  items  on  the  Inventory  of  Towed  Vehicle  form.   If  more  space 
is  needed,  use  an  additional  form  and  list  it  as  page  2.  Print  legibly  and 
apply  enough  pressure  so  that  all  the  copies  are  readable.  All  applicable 
boxes  mvist  be  completed,  including  the  odometer  reading  and  VIN 
nimiber.  When  towing  a  vehicle  for  a  driveway  violation,  always  include 
the  complainant's  name  and  address  in  the  appropriate  boxes. 

a.  DAMAGE/MISSING  PARTS.  List  any  part  of  the  vehicle  that  is  missing  or 
damaged.  Carefully  indicate  any  body  damage  (e.g.,  dents,  scrapes, 
cracked  glciss)  using  the  illustration  and  the  instructions  on  the  back  of 
the  inventory  form. 

b.  FORM  DISTRIBUTION.  After  completing  the  Tow  Inventory  form, 
distribute  the  copies  as  follows: 

(1)  White  (original)  and  yellow:  Tow  Detail 

(2)  Green/Pink:  Tow  truck  operator. 
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2.   mEMS  OF  EXTRAORDINARY  VALUE.  If  the  vehicle  contains  an  item  of 
extraordinary  value,  remove  it  Complete  a  property  receipt  (SFPD  315), 
and  leave  a  copy  inside  the  vehicle.  Book  the  item  'Troperty  for 
Safekeeping"  if  the  item  is  not  apparently  cormected  to  an  offense.  Also 
complete  an  incident  report. 

a.   FIREARMS.  If  you  locate  a  firearm  in  the  vehicle,  confiscate  the  weapon, 
even  though  the  firearm  or  vehicle  is  not  coruxected  to  an  offense. 
Complete  a  property  receipt  form  (SFPD  315),  attach  it  to  the  vehicle, 
and  book  the  firearm  as  "Property  for  Safekeeping."  Also  complete  an 
incident  report  describing  the  circumstances.  Do  not  place  a  hold  on 
the  towed  vehicle.  Note,  however,  that  a  firearm  in  a  vehicle  may 
constitute  an  offense  [see  Penal  Code  Section  12025  (a)  or  12031  (a)]. 

C  STANDBY.  After  requesting  a  tow,  officers  shall  remain  at  the  scene  imtil  the 
tow  truck  operator  has  completed  the  hookup  and  has  departed.  A  standby  is 
not  required  when  the  tow  is  requested  by  the  owner  or  operator,  provided 
that  the  vehicle  is  not  creating  a  traffic  hazard. 

D.  CANCELING  TOWS.  In  the  event  that  the  owner  or  operator  of  a  vehicle 
which  is  being  towed  arrives  after  the  tow  truck  has  made  the  hookup,  but 
before  the  towed  vehicle  has  entered  the  flow  of  traffic,  the  vehicle  shall  be 
returned  at  no  charge.  The  current  dty  tow  contract  does  not  allow  a  drop 
charge  to  be  levied  by  the  tow  company.  This  f)olicy  shall  not  apply  in 
situations  where  a  vehicle  is  being  towed  for  investigative  purposes,  or  is 
being  towed  because  it  was  driven  by  an  unlicensed  driver  or  by  a  driver  with 
a  suspended  or  revoked  driver  license. 

1.  LEAVING  THE  SCENE.  If  you  must  leave  the  scene  or  need  to  cancel  the  tow 
for  any  reason,  immediately  notify  the  TDC.  If  you  have  entered  the 
vehicle  and  completed  the  inventory  form,  write  "canceled"  across  the 
face  and  forward  it  to  the  TDC. 

2.  TOW  TRUCK  DELAY.  If  the  tow  truck  does  iu>t  arrive  within  20  minutes  of 
your  request,  contact  the  TDC  and  confirm  that  a  tow  has  been  requested 
and  obtain  an  estimated  time  of  arrival. 
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3.   OWNER  ARRIVES  ON  SCENE.  If  the  owner  of  the  vehicle  arrives  after  you  or 
the  tow  truck  driver  have  entered  the  vehicle,  complete  the  reverse  side  of 
the  "Inventory  of  Towed  Vehicle"  form  and  have  the  owner  sign  it  to 
verify  acceptance  and  release  of  the  vehicle.  Write  "canceled"  across  the 
face  of  the  inventory  form,  give  the  owner  the  pink  copy,  and  forweird  the 
remaining  copies  in  the  usual  manner.  If  the  owner  refuses  to  sign,  write 
"refused"  on  the  form  and  proceed  with  the  release. 

E.  AUTO  CLUB  TOW  NOTIFICATIONS.  The  Department  will  notify  AAA  or 
National  Auto  for  tow  or  roadside  service  requests;  however,  because  of 
contractual  obligations,  the  Department  cannot  notify  any  other  auto  club, 
tow  service,  or  insurance  company. 

F.  VEHICLE  HOLDS.  A  vehicle  "hold"  may  be  placed  on  a  towed  vehicle  imder 
certain  circumstances.  A  vehicle  with  a  "hold"  placed  on  it  cannot  be  released 
until  the  "hold"  has  been  removed  by  the  appropriate  investigative  section. 
For  example,  a  "Hold  for  Robbery"  can  only  be  removed  by  the  Robbery 
Section. 

1.   PERMISSIBLE  CIRCUMSTANCES.  Officers  may  place  a  "hold"  on  a  vehicle 
whenever  tiie  Department  needs  to  retain  tiie  vehicle  for  investigative 
purposes.  The  following  are  examples  of  drcvunstances  in  which  a  hold 
may  be  placed: 

a.  RECOVERED  VEHICLE.  A  recovered  vehicle  is  missing  the  engine  or 
transmission,  or  major  components  (body  parts,  e.g.,  doors,  trunk, 
hood).  When  placing  a  hold  write  "Recovered  Vehicle  -  Hold  Prints 
Only  -  Auto  Detail"  on  the  Inventory  of  Towed  Vehicle  form.   Notify 
Auto  Statis  of  the  hold. 

b.  EVIDENCE.  Evidence  related  to  the  investigation  of  a  crime  may  be 
obtained  from  the  vehicle  (see  DGO  6.02,  Physical  Evidence). 


DGO  9.06 
Rev. 07/10/96 


c    NO  roENTIFICATION/REGISTRATION.   The  vehicle  identification  number 
(VIN)  has  been  removed  or  altered,  or  ownership /registration  cannot 
be  determined,  or  the  vehicle  displays  a  stolen  or  lost  license  plate,  or 
the  license  plate  of  another  vehicle. 

(1)  If  a  vehicle's  VIN  is  missing,  altered,  etc,  place  a  "hold"  for  the 
Auto  Section  and  write  "Hold  for  Auto  Section"  on  the  inventory 
form.  Write  an  incident  report  and  title  it  "Imp)Ounded 
Auto/Violation  10751  CVC."  Include  the  reasons  for  the  tow  and 
the  hold,  and  forward  a  copy  to  the  Auto  Section. 

(2)  DISPLAYING  LOST  OR  STOLEN  UCENSE  PLATES.  In  the  event  that  a 
vehicle  is  displaying  a  lost  or  stolen  plate,  follow  these  procedures: 

•  Remove  and  book  the  license  plate(s)  as  evidence. 

•  Tow  the  vehicle. 

•  If  the  vehicle  is  dted  for  4462  CVC  (misd.)  place  a  hold  for  Traffic 
Enforcement  and  Investigation.  If  the  vehicle  is  dted  for  N/W 
4463  CVC  (felony)  place  a  hold  for  the  Auto  Section. 

•  Contact  Auto  Statis  to  make  a  recovery  report  of  the  stolen/lost 
plates. 

•  Prepare  an  inddent  report. 

d.  VEHICLE  ACCIDENTS  (Also  see  DGO  9.02,  Vehide  Acddents  and  DGO 
9.01,  Traffic  Enforcement).  The  vehide  is  involved  in  an  acddent 
involving  a  fatal  or  near-fatal  injury,  place  a  "hold"  for  the  Hit  and 
Rim  Section.  If  the  vehide  is  involved  in  a  roll-away  acddent  (Traffic 
Code  Section  58a)  place  a  hold  for  the  Traffic  Enforcement  & 
Investigation  Division. 

e.  OTHER  CASES.  The  officer  believes  that  a  hold  is  necessary.  In  these 
cases,  officers  shall  confer  with  a  supervisory  officer  prior  to  placing  the 
hold. 
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2.  MANDATORY  CIRCUMSTANCES.  Officers  shall  place  a  "hold"  on  a  vehicle 
when  any  of  the  foUowing  drcumstances  exist: 

a.   SUSPENDED  OR  REVOKED  DRIVER  LICENSE.  A  vehicle  is  being  towed 
because  the  driver  has  been  arrested  for  driving  with  a  suspended  or 
revoked  driver  license  (Section  14601  CVC  series)  or  driving  without 
ever  having  been  issued  a  driver  license  [  Section  12500(a)CVC].  After 
arresting  a  person  for  driving  with  a  suspended  or  revoked  driver 
license,  or  for  driving  without  ever  having  been  issued  a  driver 
license,  place  a  hold  for  the  STOP  (San  Francisco  Traffic  Offender 
Program). 

3.  REPORTS.  Whenever  a  hold  is  placed  on  a  vehicle,  an  incident  or  accident 
report  shall  be  completed  explaining  the  reasons  for  the  hold. 

4.  COMPLETING  THE  TOW  FORM.  When  placing  a  hold  on  a  vehicle,  complete 
the  reverse  side  of  the  puik  copy  of  the  "Inventory  of  Towed  Vehicle" 
form,  recording  all  information  available  to  assist  investigators  or,  if 
applicable.  Crime  Lab  personnel  in  their  examinatioiv  Do  not  place  a  hold 
on  a  vehicle  for  more  than  one  investigative  section. 

5.  PHYSICAL  EVIDENCE.  VS^hen  a  vehicle  may  hold  evidence  such  as  latent 
fingerprints,  write  "Hold  for  Evidence/Prints"  along  with  the  proper 
investigative  section,  e.g..  Burglary,  Hit  &  Run,  Robbery,  Sex 
Crimes.Vehides  requiring  processing  for  prints  or  other  evidence  will  be 
towed  to  the  towing  company  gcirage  where  a  special  processing  and 
storage  area  is  provided.  When  the  tow  truck  arrives,  tell  the  driver  to 
handle  the  vehicle  with  care  to  preserve  any  physical  evidence. 
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IV.  VEfflCLE  RELEASES  AND  ADMINISTRATIVE  TOW  FEES 

A.  VEHICLE  RELEASE  POUCY.  Before  a  vehicle  that  has  been  towed  by  the 
Department  can  be  released,  a  Vehicle  Release  shall  be  completed  and 
presented  to  the  tow  garage. 

1.  UCENSED  DRIVERS.  A  Vehicle  Release  shall  only  be  issued  to  a  person  with 
a  valid  driver  license  in  his/her  possession  or  on  file  with  the  DMV.   If 
the  registered  owner  does  not  have  a  valid  driver  license  (e.g.,  the  license 
is  suspended  or  revoked)  he/she  must  be  accompanied  by  a  licensed  driver 
before  a  release  can  be  issued. 

2.  HOLDS.  Any  hold  placed  on  a  towed  vehicle  must  be  removed  prior  to  the 
issuance  of  a  Vehicle  Release. 

a.    STOP  PROGRAM  (SUSPENDED/REVOKED  DRIVER  UCENSE  TOWS).  When  a 
hold  for  STOP  (San  Francisco  Traffic  Offender  Program)  has  been 
placed  on  a  vehicle,  no  release  shall  be  issued  without  the  hold  being 
released  by  the  STOP  Program. 

3.  ADMINISTRATIVE  TOW  FEE 

a.  It  is  the  policy  of  the  Department  to  charge  an  administrative  tow  fee 
for  vehicles  towed  pursuant  to  any  of  the  following: 

(1)  An  arrest  [Section  22651(h)  CVC]. 

(2)  A  violation  described  in  Section  22651  (p)  CVC  (e.g..  Section  14601 
CVC  Driving  with  a  Suspended  or  Revoked  License,  Section  12500a 
CVC) 

(3)  Driving  imder  the  influence  arrests  and  accidents. 

(4)  As  evidence  of  a  crime  (Section  22655.5  CVC). 

b.  A  Vehicle  Release  shall  not  be  issued  for  a  vehicle  that  has  been  towed 
in  any  of  the  above  circumstances  unless  an  administrative  tow  fee  has 
been  paid. 
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4  .  EXPIRED  REGISTRATION.  It  is  also  the  policy  of  the  Department,  pursuant  to 
Section  22850.3  CVC,  that  a  release  not  be  issued  for  any  vehicle  with 
expired  registration.  After  the  necessary  registration  fees  have  been  paid 
and  a  DMV  receipt  is  presented,  officers  shall  issue  a  Vehicle  Release. 

B.  VEHICLE  RELEASE  PROCEDURES.  When  issuing  a  vehicle  release,  follow 
these  procedures: 

1.  VERIFICATION.  Ensure  that  the  person  claiming  the  vehicle  is  the 
registered  owner  of  the  vehicle  or  a  person  authorized  by  the  registered 
owner.  Also  check  to  ensure  that  the  person  has  a  valid  driver  license 
either  in  his/her  possession  or  on  file  with  the  DMV. 

2.  WARRANT  CHECK.  Complete  a  warrant  check  on  the  person. 

3.  HOLDS.  Check  to  see  if  there  is  a  "hold"  on  the  vehicle.  If  there  is,  do  not 
issue  a  release.  Instead,  refer  the  person  to  the  appropriate  investigative 
section  to  get  a  release. 

a.   ADMINISTRATIVE  TOW  FEE.  If  there  is  a  hold  on  the  vehicle  solely  for  an 
.administrative  tow  fee,  make  sure  that  the  p)erson  has  a  receipt  for  the 
payment  of  the  fees  before  issuing  the  release.  Attach  a  copy  of  the 
person's  tow  fee  receipt  to  the  yellow  (garage)  copy  of  the  release;  the 
person  retains  the  cash  register  receipt. 

4.  REGISTRATION.  Check  to  see  if  the  vehicle's  registration  is  current.  If  not, 
do  not  issue  a  release.  Instead,  tell  the  person  to  go  to  the  DMV,  pay  the 
registration  fees,  and  return  with  a  DNIV  receipt 

5.  SIGNATURE.  Have  the  person  sign  the  completed  form  in  your  presence. 
Give  him/her  the  second  and  third  (yellow  and  pink)  copies  and,  if 
necessary,  provide  directions  to  the  tow  garage.  Forward  the  original  to 
the  Tow  Dispatch  Center. 
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San  Fiandsco  Police  Department 

GENERAL   ORDER 


10.01 

08/10/94 


UNIFORM  AND  EQUIPMENT  CLASSES 

This  order  identifies  the  Departmenf  s  xmifonn  classes  and  specifies  the  uniform 
and  equipment  items  within  each  class. 

I.    POUCY 

A.  UNIFORM  CLASSES.  The  following  constitute  the  various  classes  of 
uniform  used  by  the  San  Francisco  Police  Department: 

1.  FORMAL,  CLASS  AA,  COMMISSIONED  OFHCERS 

a.  Service  hat 

b.  White  shirt  (long  sleeve), 
c    Black  necktie. 

d.  Dress  coat 

e.  Trousers  with  black  belt 

f.  Black  socks. 

g.  Black  shoes  (shined). 

h.   Department-authorized 
handgun  and  holster 
(not  exposed  below  the  coat). 

L    Gloves  (as  specified). 

j.    Medal(s)  of  Valor  or  ribbon(s). 
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2.   FORMAL,  CLASS  AA,  MOUNTED  OFHCERS  (aU  ranks) 

a.  Campaign  hat 

b.  White  shirt  (long  sleeve). 

c    Black  necktie. 

(L   Dress  coat 

e.   Riding  breeches 
with  trouser  belt 

£.    Black  boots  (shined). 

g.    Equipment  belt  with  shoulder 
strap  (holster  and  Department- 
authorized  handgun,  speed 
loaders,  handcuffs  and  case)  worn 
on  the  outside  of  the  dress  coat 

h.  Medal(s)  of  Valor  or  ribbon(s). 
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3.    FORMAL,  CLASS  AA,  MOTORCYCLE  OFFICERS  (aU  ranks) 
a-   White  helmet 

b.  Dark  blue  shirt  (long  sleeve). 

c.  Black  necktie. 

A  Dress  coat 

e.   Riding  breeches  with  trouser 
belt 

£.    Black  boots  (shined). 

g.   Eqxupment  belt  with  shoulder 
strap  Giolster  and  Department- 
authorized  handgxm,  speed 
loaders,  handcuffs  and  case) 
worn  on  the  outside  of  the 
dress  coat. 

h.  Gloves  (as  specified). 

i    All  other  required  eqtiipment 

).    Medal(s)  of  Valor  or  ribbon(s). 


The  Formal  Uniform  shall  he  worn  at  ceremonies,  funerals,  state  functions  and 
other  formal  events  as  directed  by  the  Chief  of  Police. 
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4.    DRESS,  CLASS  A,  ALL  BUREAUS  AND  DIVISIONS  (aU  ranks) 

a.    Service  hat  (motorcycle  officers: 
white  helmet). 


b.    Dark  blue  shirt  (long  sleeve), 
c    Black  necktie. 

d.  Dark  blue  dress  ^Tke"  jacket 

e.  Trouser  (motorcycle  and 
mounted  officers,  breeches) 
with  troviser  belt 

1    Black  socks  for  shoes. 

g.   Black  shoes  (shined) 

(motorcycle  and  movmted 
officers:  black  boots). 

h.  Equipment  belt  with  holster. 
Department-authorized 
handgurv  handcuffs  with  case 
and  all  required  equipment 

i    Gloves  (as  specified). 

j.    Medal(s)  of  Valor  or  ribbon(s). 
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5.    DUTY,  CLASS  B,  PATROL  DIVISION  (aU  ranks) 

a.   Service  hat. 

bi    Dark  blue  shirt 

(long  or  short  sleeve). 

c  Foul  weather  jacket  (optional). 

d-  Field  sweater  (optional). 

e.  Trousers  with  belt 

£.  Black  shoes  (shined). 

g.  Black  socks  for  shoes. 

h.  Equipment  belt,  holster  with 
Department-authorized  handgun 
and  all  required  equipment 

L    Ribbons  (optional). 
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6.   DUTY,  CLASS  B,  TRAFHC  DIVISION  (Motorcycle  Officers) 

a-   White  helmeL 

b.    Dark  blue  shirt 

(long  or  short  sleeve). 

c    Black  leather  jacket  (optional). 

d.  Foul  weather  jacket  (optional). 

e.  Field  sweater  (optional). 

t    Breeches  with  trouser  belt 

g.   Black  boots  (shined). 

h.  Equipment  belt,  holster  with 
Department-authori2ed 
handgtm  and  all  required 
-equipment. 
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7.    DUTY,  CLASS  B,  SPECIAL  OPERATIONS  DIVISION  (Mounted  Officers) 

a.  Service  hat. 

b.  Dark  blue  shirt 
(long  or  short  sleeve). 

c  Black  leather  jacket  (optional). 

A  Field  sweater  (optional). 

e.  Breeches  with  trouser  belt 

£.  Black  boots  (shined). 

g.   Equipment  belt,  holster  with 
Department-authorized  handgun 
and  all  required  equipment 
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8.    DUTY,  CLASS  B,  SPECIAL  OPERATIONS  DIVISION  (Motorbike  Unit) 
a.   White  helmet 
h.   Jumpsuit. 
c    Motocross  boots. 

d.  Equipment  belt.  Department- 
authorized  handgun  and  all 
required  equipment 

e.  36"  baton. 

f.  Gloves  as  required. 

g.  All  other  required  equipment 
h.  Black  leather  jacket  (optional). 
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9.   DUTY,  CLASS  B,  PATROL  DIVISION  (Bicycle  Officer) 

a.  Bicycle  helmet. 

b.  Dark  blue  shirt 
(long  or  short  sleeve). 

c    Foul  weather  jacket  or 
windbreaker  (optional). 

d.  Field  sweater  (optional). 

e.  Bicycle  pants. 

1    Bicycle  shoes  (shined). 

g.   Bicyde  gloves. 

h.  Sunglasses. 

L    Eqiiipment  belt,  holster  with 
Department-authorized  handgim 
and  all  required  equipment 

j.    Ribbons  (optional). 
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10.  SPECIAL,  CLASS  C,  ALL  BUREA.US  AND  DIVISIONS  (all  ranks) 
a.    Service  cap  (baseball  cap), 
h.   Jmnpsuit. 
c    Black  shoes  or  boots  (shined). 

d.  Black  socks  for  shoes. 

e.  Equipment  belt.  Department- 
authorized  handgun  and  all 
required  equipment. 

I    26"batoru 

g.   Gloves  as  required. 

h.  All  other  required  equipment 


•^ 
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11.  TACTICAL,  CLASS  D  (aU  officers) 

a.  Riot  helmet 

b.  Service  cap  (baseball  cap) 
carried  in  jumpsixit  pocket. 

c    Jumpsuit. 

d.  Black  socks  for  shoes. 

e.  Black  shoes  or  black  boots 
(shined). 

f.  Black  leather  eqmpment  belt 
with  all  required  equipment 

^   Department-authorized 
handgun. 

h.  36"  baton. 

L    Black  leather  gloves. 

j.    All  other  required  equipment 
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12.  TACTICAL,  CLASS  D  (SPECLAL  OPERATIONS  GROUP) 

a.  Service  cap  (baseball  cap). 

b.  Camouflage  jximpsuiL 
c    Black  boots. 

d.  Black  leather  equipment  belt 
with  all  required  equipment 

e.  Department-authorized 
handgun. 

t    Black  leather  gloves. 

g.   All  other  required  equipment 
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13.  RECRUIT,  CLASS  E  (aU  recruit  officers) 

a.  Service  cap  (baseball  cap). 

b.  Light  blue  shirt 

c  Dark  blue  undershirt. 

d-  Dark  blue  pants. 

e.  Black  leather  belt 

£  Black  shoes  (shined). 

g.  Black  socks. 

h.  All  other  required  equipment 
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B.  UNIFORM  OF  THE  DAY 

1.  PATROL  DIVISION.  Unless  otherwise  specified,  the  uniform  of  the  day  for 
the  Patrol  Division  is  DUTY,  Qass  B. 

2.  PROPERTY  CONTROL  SECTION.  Unless  otherwise  specified,  the  uniform  of 
the  day  for  Property  Control  Section  personnel  is  Special,  Qass  C 
(jumpsuit). 

C  RAIN  GEAR.  Rain  gear  may  be  worn  as  required. 

D.  FIELD  SWEATERS.  Field  sweaters  may  be  worn  only  with  the  Duty,  Qass  B 
uniform,  over  a  long  or  short-sleeved  shirt 

E  UNDERSHIRTS,  DICKIES.  Of ficers  shall  not  wear  anything  under  the 
uniform  shirt  or  jiunpsuit,  visible  at  the  neckline,  that  is  not  solid  black  or 
navy  blue.  No  xindergarment  shall  show  below  the  hem  or  cuff  of  the  sleeve. 

F.  SERVICE  HAT.  Officers  shall  ensure  that  their  service  hats  are  serviceable 
and  immediately  accessible  within  the  passenger  compartment  of  their 
assigned  vehicles.  The  service  hat  shall  be  worn  in  any  the  following 
circumstances: 

1.  When  working  a  footbeat 

2.  When  working  an  assignment  in  which  the  primary  fimction  is  crowd 
control,  e.g.,  parades,  sporting  events,  etc. 

3.  When  conducting  traffic  stops. 

4.  When  directing  traffic. 

5.  When  conducting  an  investigation  at  the  scene  of  a  traffic  accident 

6.  At  inspections,  ceremonies,  fiuierals  and  other  appropriate  formal  events. 

7.  In  situations  requiring  immediate  recognition  for  officer  safety,  e.g., 
building  searches,  in-progress  bxirglaries,  in-progress  robberies,  in  progress 
aggravated  assaults,  hostage  situations,  critical  incidents,  etc 
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8.    When  circumstances  are  such  that  the  wearing  of  the  service  hat  is 
appropriate,  e.g.,  non-violent  protests  and  demonstrations,  dignitary 
protection,  fixed  post  assignments,  etc 

G.  SENIORITY  STRIPES.  Seniority  stripes  may  be  worn  only  by  non- 
commissioned officers,  Le.,  patrol  officers  and  sergeants,  and  shall  be  placed 
only  on  the  ''Ike"  jacket  and/or  the  long-sleeved  uniform  shirt,  centered  on 
the  left  forearm.  Each  stripe  represents  five  years  of  service  to  the 
Department 

H.  MEDALS  OF  VALOR/RIBBONS.  Medals  of  Valor  may  be  worn  only  on  the 
formal  coat  or  on  the  dress  "Ike"  jacket  centered  below  the  star.  Medals  of 
Valor  and  ribbons  shall  not  be  worn  simultaneously. 

L    SHOULDER  PATCHES  AND  CHEVRONS.  Shoulder  patches  and  chevrons 
(sergeants  stripes)  shall  not  be  placed  on  the  leather  jacket  or  on  the  rain 
jacket 
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GENERAL  ORDER  Rev.  02/03/00 


EQUIPMENT 

This  order  specifies  required  and  optional  equipment  for  both  uniformed  and  non-uniformed 

officers. 

I.      POLICY 

A.  GENERAL  RESPONSIBILITIES  OF  OFFICERS 

1 .  SAFEKEEPING  AND  USE.  Officers  are  responsible  for  the  safekeeping  and 
appropriate  authorized  use  of  their  issued  uniform  and  equipment  items.  Officers 
shall  maintain  uniform  and  equipment  items  in  a  clean  and  serviceable  condition  at 
their  expense.  Officers  are  also  responsible  for  promptly  reporting  the  loss,  theft  or 
unserviceable  condition  of  any  issued  imiform  or  equipment  item. 

2.  LOANING  UNIFORM  OR  EQUIPMENT  ITEMS.  Unless  exigent  circumstances 
exist,  officers  shall  not  loan  or  supply  another  person  with  any  uniform  or 
equipment  item  without  the  permission  of  their  commanding  officer  or  officer-in- 
charge. 

B.  DEPARTMENT-AUTHORIZED  HANDGUNS.  The  following  handguns  are 
authorized  by  the  Department  as  the  primary  on-duty  weapons  for  officers: 

1 .  SEMI-AUTOMATIC  PISTOL:  Beretta  models  96GT  or  Centurion  (.40  caliber). 

2.  OTHER  WEAPONS.  In  accordance  with  Penal  Code  §  12030  P.C.  the 
Department  Rangeraaster  may  select  weapons  for  use  by  officers  of  the 
Department  firom  those  booked  with  the  Property  Control  Section  that  would 
otherwise  be  subject  to  destruction.  The  Rangemaster  may  issue  such  weapons  to 
officers  working  specialized  assignments  with  written  authorization  from  their 
Deputy  Chief  Before  carrying  these  weapons,  officers  must  demonstrate 
proficiency  in  their  use  as  required  for  on-duty  secondary  weapons  (see  Section 
F.,4.). 
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3.  THEFT  OR  LOSS  OF  FIRE.\RM.  An  otncer  shall  file  a  uiitten  report  through  his 
/her  chain  of  command  to  the  Chief  immediately  following  the  loss  or  Lheft  of  any 
Department-issued  or  approved  firearm.  The  rq)on  shall  include  a  complete 
description  of  the  weapon  (including  the  s«ial  number)  and  omtain  all  the 
surrounding  facts.  The  officer  shall  said  a  copy  of  the  report  to  the  Departmrat 
Rangemaster. 

4.  REPAIR  OR  ALTER.A.TION  OF  FIRE.\RMS.  Department  owned  firearms  shall  not 
be  rqjaired  or  altered  e.xcept  as  authorized  by  Departmait  Rangemaster. 

5.  RANGE  REQU.^LinCATION.  Officers  performing  thdr  semi-annual 
reqtialification  at  either  the  Lake  Merced  or  .Airpwrt  Ranges  shall  use  their 
Department  approved  primary-  d-^vy  weapon  thai  the>'  normally  cam.'  on  duty. 
Weapons  approved  undo-  an>'  oier  provision  of  this  order  shall  not  be  used  during 
requalifi  cation. 

C.  .ASrNnJXrriOX.  Ammunition  used  in  primar.'  on-dut>-  handguns  shall  be  Department- 
issued  Department-issued  anmuzitior.  ihal:  no:  be  used  in  any  omsr  weapon,  either  on 
or  off  duty. 

D.  }.L\GAZISES 

1.  On-dut>-  uniformed  officers  equipped  with  semi-automatic  handguns  shall  cany  at 
least  three  fully  loaded  magazines:  one  in  the  weapon  and  two  in  a  Department- 
issued  double  magazine  holder  pouch  on  tiieir  eqviipment  belt 

2.  On-dut>^  plainclothes  officers  eq_:pred  with  semi-automatic  handguns  shall  carry 
at  least  two  fully  loaded  magazines:  one  in  the  weapon,  and  one  in  a  Department- 
issued  combination  handcuiim222zine  case. 
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E.  REQUIRED  EQUIPMENT 


1 .    ON-DUTY  UNIFORMED  OFFICERS.  Officers  of  all  ranks  (except 

where  noted)  while  on  duty  in  uniform  shall  be  equipped  with  the  following: 

a.  Star,  displayed  on  the  outermost  garment  over  the  left  breast. 

b.  Department  identification  card. 

c.  Brass  nameplate. 

.  d.    Department-issued  semi-automatic  pistol  (Beretta  96GT  or  Centurion,  .40 
caliber)  fully  loaded  with  Department-issued  magazine  and  ammunition 

e.    Two  extra  Department-issued  magazines,  fully  loaded  with  Department- 
issued  ammunition  in  a  Department-issued  double  magazine  pouch. 
(Commissioned  officers  may  carry  one  extra  fully  loaded  magazine  in  the 
Department-issued  combination  magazine/handcuff  case). 

f  Baton,  26",  wood  (optional  for  Commissioned  officers). 

g.  Department-issued  handcuffs,  case  and  key. 

h.  Call  box  key. 

i.  Whistle. 

j.  FlashUght  in  good  working  condition  (optional  for  Commissioned  officers). 

k.  Notebook. 

1.  Citation  book  (optional  for  Commissioned  officers). 

m.  Street  guide  (optional  for  Commissioned  officers). 

n.  Miranda  warning  card. 

o.  Chemical  agent  canister  (mace/oleoresin  capsicum). 

p.  Department-issued  holster  (Safariland  SSUl  or  model  #0702). 

q.  Department-issued  bullet-resistant  vest. 
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2.  ON-DUTY  OFFICERS/CIVILIAN  DRESS.  Officers  of  all  ranks,  while  on  duty 

in  civilian  dress,  shall  be  equipped  with  the  following  equipment: 

a.  Star. 

b.  Department  identification  card. 

c.  Department-issued  semi-automatic  pistol  (Beretta  96GT  or  Centurion,  .40 
caliber),  fully  loaded  with  Department-issued  ammunition. 

d.  One  extra  magazine  for  the  Department-issued  semi-automatic  pistol,  fiilly 
loaded  with  Department  issued  ammunition. 

e.  Handcuffs  and  key. 
f    Call  box  key. 

g.    Whistle. 

h.    Miranda  warning  card. 

i.    Combination  magazine/handcuff  case. 

j.  Department-issued  plainclothes  holster  (Safariland  model  #0702). 

k.    Department-issued  0/C  canister. 

1.    Department-issued  impact  weapon  as  ordered  by  the  officer's  commanding 
officer. 

3.  AMENDING  REQUIRED  EQUffMENT.  Commanding  officers  or  officers-in- 
charge  may,  with  their  Deputy  Chiefs  approval,  amend  on-duty  equipment  for 
officers  performing  specialized  assignments.  If  the  amended  equipment  includes  a 
handgun,  the  officer  must  comply  with  the  provisions  concerning  secondary 
handguns  (see  Section  F.4). 

4.  EXPOSING  WEAPONS.  Officers  in  civihan  dress  shall  not  knowingly 
expose  weapons  in  public  unless  they  conspicuously  display  their  stars. 
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F.  OPTIONAL  EQUIPMENT 

1 .    ON-DUTY  OFFICERS.  On-duty  officers  may  be  equipped  with  the 

following  equipment  items,  which  shall  be  purchased  at  the  officer's  expense: 

a.  Extra  belt  keepers. 

b.  Extra  handcuffs. 

c.  A  belt  buckle  displaying  the  SFPD  star  or  bearing  the  words  "San 
Francisco  Police  Department." 

d.  A  folding  knife,  if  sheathed  in  a  black  basket  weave  leather  pouch  on  the 
equipment  belt. 

e.  A  cord-cuff  restrainer  "hobble,"  if  encased  in  a  black  basket  weave  leather 
pouch  on  the  equipment  beh. 

2.  DEPARTMENT-ISSUED  ITEMS  ONLY.  With  the  exception  of  the  items  in  F.  1 . 
above,  only  Department-  authorized  items  are  to  be  worn  while  in  uniform. 

3.  BULLET-RESISTANT  VESTS.  All  Personnel  shall  wear  a  bullet-resistant  vest 
while  working  undercover  operations.  This  includes  members  of  specialized 
units,  such  as  Narcotics,  Muni  Transit,  Crime  Prevention,  and  Special 
Investigations.  A  commanding  officer  may  grant  exception  to  this  requirement  if 
the  requesting  officer  justifies  the  exception  in  writing. 

4.  SECONDARY  HANDGUNS.  An  on-duty  officer  may  carry  a  concealed  second 
handgun  in  addition  to  his/her  primary  on-duty  handgun  with  the  permission  of 
his/her  Deputy  Chief  The  secondary  handgun  must  be  either  a  revolver  with  a 
minimum  barrel  length  of  2  inches,  or  a  pistol  equipped  with  a  first  round  double 
action  trigger  pull.  Single  action  revolvers,  single  action  semi-automatic  pistols 
and  derringers  of  any  caliber  are  prohibited.  Ammunition  will  be  furnished  at  the 
officer's  expense,  and  no  reloaded  ammunition  shall  be  used. 

a.    REGISTRATION.    An  officer  who  intends  to  carry  a  secondary  handgun 
must  comply  with  the  following  instructions: 

(i)  Officers  must  register  the  secondary  handgun  by  vmtten  memorandum  to 
their  respective  Deputy  Chief  The  memo  must  be  approved  by  the  Deputy 
Chief  and  then  routed  to  the  Department  Rangemaster.  The  memorandum 
must  contain  a  statement  of  the  officer's  intention  to  carry  the  weapon 
along  with  the  make,  model,  caliber,  serial  number  and  barrel  length. 
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(ii)  All  concealable  secondary  handguns  shall  be  inspected  annually  by  the 
Department  Rangemaster  or  his/her  designee  to  determine  that  minimum 
operational  safety  and  functionality  standards  have  been  met.  Secondary 
handguns  that  do  not  meet  these  minimum  standards  shall  not  be 
registered  for  use  and  shall  not  be  carried. 

b.  PROFICIENCY.  Before  carrying  the  secondary  weapon,  the  officer  must 
satisfactorily  demonstrate  proficiency  to  the  Department  Rangemaster  and  re- 
demonstrate  proficiency  annually  during  any  scheduled  handgun  practice  at 
either  the  Lake  Merced  or  Airport  Ranges.  When  demonstrating  proficiency, 
the  officer  will  be  required  to  present  a  copy  of  the  most  recently  approved 
memorandum  that  registers  the  weapon  to  the  Department  Rangemaster  or 
his/her  designee. 

c.  RECORDS.  The  Department  Rangemaster  will  ensure  that  a  written 
certification  of  proficiency  is  prepared  and  forwarded  to  the  Personnel 
Division  for  inclusion  in  the  officer's  personnel  file.  A  copy  shall  be  retained 
at  the  Lake  Merced  Range. 

5.     JEWELRY  AND  ORNAMENTS  (also  see  DGO  1 1 .08,  Grooming  Standards). 
On-duty  officers  shall  not  wear  jewelry  or  personal  ornaments  that  are  visible 
except: 

a.  A  wristwatch. 

b.  A  total  of  2  rings  that  are  consistent  with  officer  safety.  An  engagement  and 
wedding  ring  set  will  be  considered  as  one  ring. 

c.  A  conservative  tie  bar  or  tie  tack. 

d    Female  ofBcers  may,  m  addition,  wear  the  following: 

1.  Hair  clips  or  pms  that  match  the  color  of  the  hair. 

2.  One  ear  post  in  each  ear.  The  post  must  lie  flush  with  the  ear 
and  be  plain  metal,  gold  or  silver  colored.  The  face  of  the 
post  is  not  to  have  a  diameter  of  more  than  three-eights  (3/8) 
inch.  Nothing  shall  hang  fi-om  the  post. 
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G.  OFF-DUTY  OFFICERS 

1.  OPTIONAL  EQUIPMENT.  Officers  of  all  ranks  while  off  duty  may  be  equipped 
with  the  following: 

a.  Star.  g.  Miranda  warning  card. 

b.  Department  identification  card.  h.  Chemical  agent  canister 

c    Loaded  handgun.  (mace/oleoresin  capsicum), 

d   Department  approved  handcuffs.         i.  Bullet-resistant  vest. 
e.  Callboxkey. 
■     f.    Whistle. 

2.  STAR  AND  ID/OFF  DUTY.  An  officer  opting  to  carry  a  handgun  off  duty  shall 
be  equipped  with  his/her  star  and  Department  identification  card. 

H.  EQUIPMENT  USED  IN  SECONDARY  EMPLOYMENT.  See  DGO  1 1.02, 
Secondary  Employment. 

I.  STAR  OR  BADGE 

1 .  ASSIGNED  STARS  AND  NUMBERS.  Officers  appointed  to  the  rank  of 
police  officer  (Q-2)  will  be  issued  a  Department-owned  star  with  an  identifying 
number.  The  star  and  number  will  remain  assigned  to  the  officer  throughout 
his/her  employment  unless  administratively  changed. 

2.  NON-SWORN  EMPLOYEES.  Certain  non-sworn  employees  will  be 
issued  a  shield  badge  with  an  identifying  number. 

3.  AUTHORIZATION.  A  member  shall  not  possess  any  star  or  badge  of  the 
kind  or  design  used  by  the  Department  without  written  authorization  by 
the  Chief  of  PoHce. 

4.  OTHER  RANKS.  Officers  appointed  to  a  rank  other  than  police  officer 
must  purchase  a  star  with  a  proper  identification  number  at  their 
expense  after  obtaining  vmtten  authorization  from  the  Chief  of  Police. 

5.  EXEMPT  POSITIONS.  Officers  appointed  to  exempt  positions  will  be 
issued  a  Department-owned  star. 
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GENERAL   ORDER 


HELMET  IDENTinCATION 

This  order  establishes  policies  regarding  markings  of  identification  on  helmets, 
including  placement,  color  and  size  of  ntimbers,  and  specifies  inspection  duties  of 
command  and  supervisory  officers. 

I.   POUCY 

A,  It  is  the  policy  of  this  Department  that  officers  have  distinctive  marking  on 
helmets  worn  for  crowd  control  duty.  Helmets  shall  display  personal  star 
numbers  of  officers  as  specified: 

1.  Numbers  shall  be  gold  vinyl  adhesive  in  the  Helvetica  style  and  2  inches 
in  height 

2.  The  numbers  shall  be  affixed  on  the  left  and  right  sides  of  the  helmet, 
centered  approximately  1/4"  above  the  top  of  the  face  shield  when  in  the 
down  position  and  spaced  1/4"  apart 

B.  INSPECTION.  Commanding  officers  shall  arrange  for  periodic  inspection  to 
insure  that  nximbers  are  properly  displayed  on  officers'  helmets. 
Additionally,  squad  leaders  shall  inspect  officers  upon  forming  squads. 
Units  shall  maintain  adequate  supplies  of  these  niunbers. 

C  VIOLATIONS.  When  an  officer  is  foimd  to  be  in  violation  of  this  order,  the 
squad  leader  or  lieutenant  shall  make  an  investigatioru  If  it  is  f  oimd  that  the 
violation  occurred  because  of  negligence  or  deliberate  removal  of  the 
nxmibers,  the  investigating  officer  shall  prepare  a  memorandum  contaiiiir^ 
his/her  findings,  conclusions  and  recommendations  for  disciplinary  action 
(see  DGO  L06,  Duties  of  Superior  Officers). 


References 

DGO  8.03,  Crowd  Control 
Crowd  Control  Manual,  SFPD 
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PIC  RADIOS 

This  order  outlines  procedures  for  the  inventory,  issuance  and  repair  of  PIC  radios. 

I.  POUCY 

A.  RESPONSIBILITIES  OF  MEMBERS.  It  is  the  policy  of  the  Department  to 
regulate  the  use  and  care  of  PIC  radios  to  insiure  that  they  are  properly 
functioning  and  available  to  members.  The  station  keeper  is  responsible  for 
the  care  and  inventory  of  PIC  radios  and  maintaining  a  sign  out  log. 
Members  are  required  to  sign  out  PIC  radios  on  the  log  before  using  them  and 
to  sign  in  when  returning  them. 

II.  PROCEDURES 

A.  INOPERABLE  PIC  RADIOS 

1.  DUTIES  OF  OFFICERS-  In  the  event  that  a  PIC  radio  or  any  of  its  components 
(battery,  antenna  or  mic  assembly)  becomes  inoperable,  return  the  entire 

-uiut  to  the  station  keeper. 

2.  DUTIES  OF  THE  STATION  KEEPER.  When  an  inoperable  PIC  radio  is  returned, 
follow  these  procedures: 

a.  Remove  the  inoperable  part. 

b.  Complete  a  "Malfimction  of  Portable  Radio  Equipment"  (SFPD  365) 
and  attach  it  to  the  part. 

c    Forward  the  part  to  the  Communications  Division,  Monday  through 
Friday,  0700-1200  hrs. 

B.  OPERATION.  For  efficient  radio  transmission  and  reception,  the  PIC  radio 
must  contain  a  freshly-charged  battery  and  be  carried  with  the  antenna  in  the 
up  position.   Bending  or  tucking  the  antenna  into  the  case  reduces  the 
efficiency  of  radio  operation  and  damages  the  antenna. 
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WEAPONS  AND  PROTECTIVE  EQUIPMENT  INSPECTION 

This  order  outlines  the  inspection  responsibilities  of  the  Weapons  Officer  and  also 
specifies  the  responsibilities  of  officers  who  are  issued  Department  weapons. 

I.  POLICY 

A.  WEAPONS  OFFICER.  Commanding  officers  or  officers-in-charge  of  all 
Department  units  assigned  weapons  and  protective  equipment  shall 
designate  an  officer  as  the  Weapons  Officer  and  forward  his/her  name  to  the 
Training  Divisioru  The  Weapons  Officer  will  be  responsible  for  the  condition 
and  serviceability  of  weapons,  chemical  agents,  gas  masks,  body  armor  and 
ammimition  assigned  to  the  xmit,  with  the  exception  of  weapons  and 
protective  equipment  permanently  issued  to  individual  officers. 

B.  RETURN  OF  WEAPGNS/PROTECnVE  EQUIPMENT.  Of ficers  who  are 
temporarily  issued  weapons  or  protective  equipment  shall  immediately 
retirni  them  to  the  issuing  unit  upon  completion  of  their  assignments. 
Officers  who  are  permanently  issued  weapons  and  protective  equipment  are 
exempt  from  this  provision;  however,  they  are  responsible  for  maintaining 
and  inspecting  the  equipment  for  serviceability  before  each  tom:  of  duty. 

II.  PROCEDURES 

A.  DUTIES  OF  THE  WEAPONS  OFHCER 

1.  INSPECTION.  Make  a  weekly  inspection  of  all  weapons,  chemical  agents, 
gas  masks,  body  armor  and  ammimition  assigned  to  the  unit. 

2.  INVENTORY.  Inventory  weapons  and  protective  equipment  monthly  on 
"Weapon  Officer  Report /Inventory"  (SFPD  176)  and  forward  it  to  the 
Police  Range.  Include  the  following  information:  type  and  brand,  model 
nvmiber,  serial  number,  and  condition/ serviceability. 

3.  INOPERATIVE/DAMAGED  WEAPONS.  Deliver  any  damaged  or  inoperative 
weapon  or  protective  equipment  item  to  the  Police  Range  for  repair  or 
replacement. 
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UNIFORM  AND  EQUIPMENT  ISSUANCE  AND  REPLACEMENT 

This  order  establishes  the  policies  for  issuing  and  replacing  uniform  and  equipment 
items  and  outlines  responsibilities  of  the  Property  Control  Section. 

I.    POLICY 

A.  ISSUANCE 

L   RESPONSIBILITY.  The  Property  Control  Section  shall  issue  vouchers  to 
members  for  imiform  and  equipment  items.  In  addition,  each  member 
shall  have  a  record  on  file  with  the  Property  Control  Section  itemizing  all 
issued  xmiform  and  equipment  items.  Issued  uniform  and  equipment 
items  remain  the  property  of  the  Department. 

2.  ALTERATIONS/DEFECTS.  Except  in  cases  of  defects  or  faulty  workmanship, 
once  the  voucher  has  been  signed  by  the  member,  exchange  or  alteration 
of  a  uniform  item  is  the  responsibility  of  the  member. 

B.  REPLACEMENT.  Issued  uniform  and  equipment  items  that  are  lost, 
damaged,  destroyed,  stolen  or  rendered  unserviceable  in  the  line  of  duty  will 
be  replaced,  provided  that  the  loss,  damage  or  theft  did  not  result  from  the 
member's  negligence  or  failure  to  exercise  reasonable  care  of  the  item. 

1.  EVIDENCE.  Issued  uniform  or  equipment  items  held  for  evidence  may  be 
replaced  pending  disposition  upon  submission  of  a  memorandum. 

2.  CLAIMS.  A  member  shall  not  submit  an  indemnification  claim  (SFPD  208 
and/or  SFPD  209)  for  any  city-owned  uniform  or  equipment  item  (see 
DGO  3.15,  Personal  Property  Claims). 

3.  REPORT,  INVESTIGATION,  INSPECTION 

a.   A  member  shall  submit  a  report  on  memorandum  to  his/her 

commanding  officer  stating  the  circumstances  siurounding  the  loss, 
damage  or  theft  of  any  issued  xmif  orm  or  equipment  item. 


DGO  10.06 
08/10/94 


h.   The  commanding  officer  shall  review  the  memorandum  and  certify 
that  the  circumstances  were  as  stated,  inspect  the  item  (if  applicable), 
and  determine  whether  the  loss,  damage,  or  theft  resulted  from  the 
member's  negligence. 

c    If  the  commanding  officer  determines  that  a  damaged  item  is 

serviceable,  but  the  member  disagrees,  the  matter  shall  be  resolved  by 
the  Uniform  and  Safety  Comm^ittee.  The  member  must  submit  a 
written  request  to  the  Committee  stating  why  he/she  disagrees  with 
the  commanding  officer's  decision  and  include  his/her  original  request 
for  replacement  The  Committee's  findings  will  be  final. 

4.   RETURN  OF  OLD  ITEM  Before  being  issued  a  replacement,  a  member  may  be 
required  to  return  the  old  imiform  or  equipment  item. 


10  07 
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GENERAL   ORDER  Rev.  o7/io/96 

USE  OF  CELLULAR  TELEPHONES 

This  order  establishes  policies  and  procedures  regarding  the  use  of  cellular  phones 
by  command  personnel  and  field  supervisors. 

L  INTRODUCTION 

In  order  to  improve  the  Department's  commvmications  capabilities,  certain 
members  are  equipped  with  cellular  telephones.   Department  ceUular  telephones 
are  to  be  used  for  official  Department  business,  e.g.,  operating  command  posts, 
making  iiotifications  in  the  field,  or  in  the  case  of  field  supervisors,  to  call  back 
citizens  while  directing  patrol  units. 

n.  POUCY 

A.  GENERAL,  Members  shall  comply  with  the  foUowing  policies: 

1.  Calls  shall  be  strictly  limited  to  official  police  business. 

2.  Because  of  their  higher  operational  costs,  cellular  telephones  are  to  be  used 
only  when  it  is  necessary  and  appropriate.  Cellular  telephones  shall  not  be 
used  as  an  office  extension  when  a  regular  telephone  is  readily  available. 

3.  In  addition,  patrol  supervisors  shall: 

(a)  Restrict  their  calls  to  the  415  area  code,  unless  required  to  complete 
official  police  business. 

(b)  Log  aU  completed  calls  in  CAD. 

C  REVIEVV  OF  CELLULAR  PHONE  CHARGES.  Calls  made  through  cellular 
telephones  will  be  reviewed  by  the  Department  Telecommunications 
Manager  in  order  to  ensure  compliance  with  this  order.   Any  member  whose 
monthly  charge  exceeds  $72.00  will  be  required  to  prepare  a  memorandum  to 
the  Chief  of  Police  itemizing  each  call,  the  reason  for  the  call,  and  certifying 
that  the  call  was  necessary,  appropriate,  and  made  pursuant  to  official  police 
business. 
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D.  PENALTY  FOR  VIOLATIONS  OF  POUCY.  Any  member  who  violates  this 
general  order  will  be  subject  to  appropriate  disdpliiuiry  action  and  restitution 
for  the  cost  of  unauthorized  cellular  telephone  calls. 

m.    PROCEDURES 

A.  FIELD  SUPERVISORS'  CELLULAR  PHONES 

1.  OPERATION.  See  operating  instructions  provided  with  the  cellular 
telephone. 

2.  LOCK  CODES.  When  leaving  the  vehicle  for  an  extended  period  of  time, 
e.g.,  end  of  shift,  10-7M,  etc,  ensure  that  the  lock  code  is  entered  to  prevent 
imauthorized  use. 

3.  REMOVAL  OF  HANDSET.  When  the  vehicle  will  not  be  used  by  a  supervisor, 
e.g.,  the  vehicle  is  down  for  service,  assigned  to  patrol  officers,  etc.,  remove 
the  handset  from  the  vehicle  and  place  it  in  a  secure  location. 

4.  LOGGING  CALLS.  Log  all  calls  made  from  the  cellular  phone  in  the  CAD 
history  of  the  incident,  e.g.,  "Cellular  call  made  to  Operations  Center  to 
notify  on-call  homicide  inspector." 


References 
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USE  OF  COMPUTERS  AND  PERIPHERAL  EQUIPMENT 

This  order  establishes  policies  and  procedures  governing  the  use  of  computers  and  the 
confidentiality  of  computer  data. 

I.  POLICY 

The  policy  of  the  Department  is  to  protect  all  confidential  information  from  unauthorized 
disclosure  and  access  and  require  responsible  use  of  all  computers,  electronic  mail  and  the 
Internet. 

II.  PROCEDURES 

A.  USERNAMES  AND  PASSWORDS 

1 .  All  access  to  computer  use  and  the  data  contained  within  is  protected  by  the  use  of 
individual  user  names  and  passwords  issued  to  a  member  by  the  Department.  No 
member  shall  access  any  Department  computer  for  any  purpose  by  using  a  user  name 
and  password  other  than  those  issued  to  the  member  by  the  Department. 

2.  Members  shall  maintain  the  confidentiality  of  their  Department-issued  user  name  and 
password.  Members  shall  not  disclose  their  usemame  and  password  to  any  other 
person  with  the  following  exceptions: 

a.  Authorized  members  of  the  M.I.S.  Unit 

b.  Upon  the  request  of  an  officer  conducting  an  administrative  investigation 

c.  Pursuant  to  an  order  fi-om  the  Chief  of  Police. 

3.  Members  shall  be  responsible  for  all  computer  access  logged  under  their  user  name 
and  password. 

4.  If  a  member  forgets  his  or  her  user  name  and/or  password,  the  member  shall  request  a 
new  user  name  and/or  password  by  submitting  a  memorandum  through  the  chain  of 
command  to  the  Deputy  Chief  of  Administrafion.  When  the  Deputy  Chief  of 
Administration  approves  the  request,  the  MIS  Unit  will  issue  a  new  user  name  and/or 
password  to  the  member. 
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B.  ISSUANCE  OF  DEPARTMENT  EQUIPMENT 

1.  The  Deputy  Chief  of  Administration  through  the  MIS  Unit  shall  authorize  the 
distribution  of  all  computers  owned  or  controlled  by  the  Department.  This  includes 
computers  obtained  tlirough  purchase,  donation,  seizure,  forfeiture,  unclaimed  property, 
and  grants. 

2.  A  member  requesting  any  computer  equipment  (hardware  or  software)  shall  forward  a 
memorandum  through  the  chain  of  command  to  the  Deputy  Chief  of  Administration. 
The  memo  shall  include  the  member's  reason  for  requesting  the  equipment  and  any 

known  or  potential  funding  source. 

3.  No  member  shall  modify  any  Department  computer  equipment  or  install  any  device  or 
program,  including  but  not  limited  to  any  peripherals  such  as  external  storage  devices, 
printers,  scanners  or  any  type  of  conmiunication  device  without  written  approval  of  the 
Deputy  Chief  of  Administration. 

C.  USE  OF  PERSONALLY  OWNED  COMPUTERS. 

1 .  A  member  who  requests  permission  to  use  a  personally  owned  computer  for 
Department  purposes  shall  submit  a  memorandum  tlirough  the  chain  of  command  to 
the  Deputy  Chief  of  Administration.  The  memo  shall  include  the  make(s),  model 
number(s)  and  serial  number(s)  of  all  hardware  components  and  the  manufacturer(s) 
title(s),  version  number(s)  of  all  software  loaded  on  or  that  may  be  loaded  on  the 
computer. 

2.  Members  shall  not  use  soft\vare  obtained  in  violation  of  copyright  laws. 

3.  The  Department  shall  not  be  responsible  for  the  repair,  maintenance  or  upgrade  to 
personally  owned  computer  hardware  or  software.  Any  damage  to  personal 
property  shall  be  governed  by  DGO  3.15. 

D.  UNAUTHORIZED  USE  OF  OFFICE  TECHNOLOGIES 

1.  Members  may  use  Department  owned  and  issued  equipment,  including  computer 
equipment,  for  work  related  purposes  only. 

2.  No  member  shall  use  access  to  e-mail,  the  Internet,  or  any  computer  program  for  any 
purpose  other  than  those  reasonably  necessary  for  the  performance  of  his  or  her  work 
assignment.  (Penal  Code  §  502).  Members  are  specifically  prohibited  from  using  e- 
mail  or  Internet  accounts  to  access  information  reasonably  considered  offensive  or 
disruptive  to  any  member.  Offensive  content  includes,  but  is  not  limited  to,  sexual 
comments  or  images,  racial  slurs,  gender-specific  comments,  or  any  comments  that 
would  reasonably  offend  someone  on  the  basis  of  age,  sexual  orientafion,  religious  or 
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political  beliefs,  national  origins  or  disability. 


3.  Only  the  MIS  Unit  may  create,  administer  and  maintain  e-mail  or  Internet  accounts  on 
Department  owned  or  issued  computers,  and  may  do  so  only  with  the  approval  of  the 
Deputy  Chief  of  Administration.  Any  member  requesting  an  e-mail  or  Internet  account 
shall  do  so  by  submitting  a  memorandum  through  the  chain  of  command  to  the 
Deputy  Chief  of  Administration. 

4.  No  member  shall  access  any  criminal  history  information  except  as  necessary  for  a 
bona  fide  criminal  investigation.  No  member  shall  access  computer  history 
information  for  curiosity,  personal  or  political  purposes.  All  members  accessing 
confidential  criminal  history  information  shall  be  familiar  with  Department  rules  and 
regulations  and  local,  state  and  federal  laws  regarding  proper  access  and  use  of  such 
information. 

E.  PRIVACY  OF  COMPUTER  INFORMATION.  Members  shall  not  have  an  expectation 
of  privacy  for  information  stored  or  accessed  through  Department  owned  or  issued 
computer  equipment.  Authorized  Department  personnel  may  access  information  stored 
or  contained  on  any  Department  computer,  and  may  log  and  monitor  network  activity, 
without  notice  at  any  time.  This  includes  monitoring  and  logging  Internet  and  e-mail 
use.  Members  shall  not  create  any  unauthorized  security  barriers  to  the  Department's 
access  to  their  computers  or  files. 

F.  DISSEMINATION  OF  INFORMATION  THROUGH  THE  INTERNET 

1.  THE  DEPARTMENT'S  OFFICIAL  WEBSITE.  The  City's  Department  of 
Telecommunications  and  Information  Services  (DTIS)  administers  the  Department's 
official  Web  Site.  Any  member  requesting  the  addition  of  any  information  to  the 
Department's  Web  Site  shall  submit  the  request  by  memorandum  through  the  chain 
of  command  to  the  Deputy  Chief  of  Administration.  If  approved  by  the  Deputy  Chief 
of  Administration,  the  MIS  Unit  will  submit  the  request  to  DTIS. 

2.  HOME  PAGES  AND  OTHER  INTERNET  SERVICES.  No  Member  shall  convey 
official  Department  information,  or  make  any  representation,  actual  or  implied,  that 
he  or  she  is  conveying  official  Department  information  on  any  web  site  or  in  any 
other  form  through  the  Internet,  other  than  through  the  Official  Department  Web  Site, 
except  with  the  express  written  pennission  of  the  Deputy  Chief  of  Administration. 

G.  RESPONSIBILITIES  OF  THE  MANAGEMENT  INFORMATION  SERVICES 
(M.I. S.)  UNIT. 

The  M.I.S.  Unit  shall  be  responsible  for: 

1 .  Aquiring,  installing,  repairing,  maintaining  and  replacing  all  Department  o\vned  or 
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issued  computer  hardware  and  software,  including  peripherals. 

2.  Arranging  and  managing  all  computer  support/maintenance  agreements. 

3.  Registering  all  computer  hardware  and  software  and  shall  be  the  Registered 
Licensee. 

4.  Inspecting  and  auditing  all  Department  computer  equipment. 


San  Frandsco  Police  Department  J.U>U7 

GENERAL   ORDER  08/10/94 

COMPUTER  MANAGEMENT  COMMITTEE 
I.   POUCY 

A.  PURPOSE.  It  is  the  policy  of  the  San  Francisco  Police  Department  that  the 
Computer  Management  Committee  develop  and  monitor  the  Departments 
strategic  plan  regarding  computer  use  and  make  recommendations  regarding 
the  purchase,  distribution  and  use  of  computers  within  the  Department 

B.  COMPOSITION.  The  Computer  Management  Committee  shall  be  composed 
of  the  following  members: 

1.  Deputy  Chief  of  the  Administration  Bureau  or  designee  (Chair). 

2.  Deputy  Chief  of  the  Investigations  Bureau  or  designee. 

3.  Deputy  Chief  of  the  Field  Operations  Biu%au  or  designee. 

4-  Officer-in-Charge  of  the  Planning  Division  or  designee. 

5.   Officer-in-Charge  of  the  Management  Information  Systems  Unit  or 
designee. 

C  MEETINGS 

L   The  Chair  shall  call  meetings  of  the  Committee  as  necessary. 

2.  A  quorum  shall  consist  of  at  least  three  members. 

3.  In  the  absence  of  the  Chair,  the  members  shall  designate  an  Acting  Chair 
for  the  duration  of  the  meeting. 


References 
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MOTOR  FLEET 

This  order  sets  policies  and  procedures  relating  to  the  operation  of  the  Departinent 
Motor  Fleet.  It  complies  with  San  Francisco  Administrative  Code  Section  4.11, 
which  limits  vehicles  to  official  use  and  requires  record  keeping  for  all  vehicles 
owned,  leased  or  rented  by  the  City. 

I.   POUCY 

A.  DUTIES  OF  THE  DEPARTMENT  MOTOR  FLEET.  It  is  the  policy  of  the  San 
Francisco  Police  Department  to  regulate  the  use  of  its  police  vehicles  through 
a  motor  fleet  The  Department  Motor  Fleet  shall  provide  immarked  vehicles 
for  the  Administration  and  Investigations  Bureaus,  and  marked  police 
vehicles  for  the  Field  Operations  Bureau  when  needed. 

B.  VEfflCLE  USE.  Department  vehicles  shall  be  used  for  official  business  only. 
Only  on-call  personnel  or  persormel  with  specific  police  needs  may  xise 
Department  vehicles  ovemighL 

IL  PROCEDURES 

A.  REQUESTING  A  VEHICLE.  If  you  need  a  vehicle  for  official  business,  follow 
these  procedures: 

1.    ADMINISTRATION/INVESTIGATIONS  BUREAU.  If  you  are  assigned  to  the 
Administration  or  Investigations  Bureau,  submit  a  Vehicle  Request  Form 
(SFPD  217)  in  duplicate  to  your  commanding  officer  or  officer-in-charge 
for  approval.  If  he/she  is  not  available,  submit  the  forms  to  the  officer-in- 
charge  of  the  Operations  Center  for  approval.  Your  signature,  star  number 
and  expected  time  of  return  must  be  included.  If  you  intend  to  vise  the 
vehicle  overnight,  also  complete  the  reverse  side,  "Overnight  Vehicle 
Use"  and  have  it  approved  by  your  commanding  officer  or  officer-in- 
charge. 
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2.   FIELD  OPERATIONS  BUREAU/MARKED  VEHICLES.  If  you  are  assigned  to  the 
Field  Operations  Bureau  and  need  a  vehicle,  prepare  a  memorandum  in 
addition  to  SFPD  217,  and  have  both  approved  and  signed  by  your 
commanding  officer  or  lieutenant.    Present  the  form  and  memorandum  at 
the  Garage  Office.  If  the  Garage  Office  is  dosed,  present  it  to  the  officer-in- 
charge  of  the  Operations  Center  who  will  issue  the  vehicle. 

B.  DUTIES  OF  VEHICLE  OPERATOR 

1.  FORM.  Keep  a  valid  SFPD  217  in  your  possession  at  all  times  while 
operating  the  vehicle. 

2.  FUEL.  Ensure  the  vehicle  has  a  least  one-half  tank  of  gas  when  returning 
it. 

3.  DAMAGE/DEFECT.  Report  any  damage  or  mechanical  defects  to  the  Garage 
Office  on  "Repair  Request"  (SFPD  337). 

4.  PARKING.  Park  the  vehicle  in  its  designated  space. 

5.  MILEAGE.  Note  the  ending  mileage  on  SFPD  217.  Present  the  form  and  the 
vehicle  keys  to  the  Garage  Office.  If  the  Garage  Office  is  dosed,  drop  the 
form  and  keys  in  the  office  mail  slot. 
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PERSONNEL  COMPENSATION 

This  order  establishes  compensation  policies  regarding  overtime,  compensatory 
time  off,  vacations,  legal  and  floating  hoUdays,  and  military,  personal,  sick  and 
disability  leaves. 

I.    POUCY 

A.  WATCH  OFF  (H) 

1.  ENTITLEMENT.  Members  of  the  Department  are  entitled  to  (2)  two  watches 
off  each  week,  excluding  sick,  disability,  vacations  or  other  leaves  of 
absence,  with  or  without  pay. 

a.  Members  who  work  eight-hour  days  will  have  a  maximum  of  five  (5) 
watches  off  in  a  pay  period. 

b.  Members  who  work  10  hour  days  will  have  a  maximum  of  seven  (7) 
watches  off  during  a  pay  period. 

2.  SUSPENDED  WATCHES  OFF.  The  Chief  may  suspend  watches  off  for  any 
period  of  time  when  the  needs  of  the  Department  require  it  Members 
will  receive  overtime  for  suspended  watches  off  and  may  choose  either 
pay  or  equivalent  compensatory  time  off  as  compensation. 

B.  OVERTIME  (OT) 

1.  DEFINITION.  Overtime  is  defined  as  any  work  performed  by  a  member  in 
excess  of  the  normally  scheduled  watch  or  work  week. 

2.  COMPENSATION.  Officers  will  be  compensated  for  overtime  at  the  rate  of 
time  and  one-half  for  either  time  off  or  pay  pursuant  to  Section  8.451  of 
the  Charter  of  the  City  and  Coimty  of  San  Francisco.  Compensation  for 
non-sworn  members  will  be  in  accordance  with  the  annxial  salary 
standardization  ordinance.  Members  shall  not  be  eligible  for 
compensation  dxuing  hours  on  SP,  VA,  OU,  FLH  and  DP. 
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3.  EAR^fING  OVERTIME.  Overtime  shall  be  earned  fon 

a.   Work  performed  on  legal  holidays. 

h.   Work  performed  in  excess  of  a  normally  scheduled  watch  or  work 
week. 

c    Reqxiired  appearances  in  criminal  or  traffic  court,  parole  hearings. 
Department  of  Motor  Vehicles  hearings  and  School  Board 
Decertification  Hearings  in  connection  with  duties  as  members. 

d.  Required  appearances  at  the  Police  Range  for  requalification  during  off- 
duty  hours. 

e.  Court  standbys. 

f.  Investigative  on-call  status. 

4.  MONITORING  OVERTIME 

a-  -Commanding  officers  and  officers-in-charge  shall  investigate  the 
necessity  of  overtime  by  their  members  and  take  measures  to  ensiue 
that  the  amount  of  overtime  is  kept  to  a  minimiun. 

h   Compensation  Requests  (SFPD  289)  must  reflect  the  actual  date  and 
number  of  overtime  hoxirs  roimded  to  the  nearest  half  hour  as  follows: 

•  Under  15  minutes  =  no  compensation 

•  15-44  minutes  =  one  half  hoiu: 

•  45  -1:14  minutes  =  one  hour 

c    Compensation  Requests  shall  be  submitted  to  the  member's 

commanding  officer  without  delay  upon  completion  of  the  overtime 
worked. 
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5.    COURT  OVERTIME 


a.  WATCH  OFF  STATUS.  Members  appearing  in  court  on  watch-off  days  will 
receive  three  (3)  hours  of  overtime  for  their  first  court  appearance 
commencing  with  the  time  indicated  on  the  subpoena.  This  also 
includes  court  preparation  and  conferences  when  accompanied  by  a 
same  day  court  appearance.  No  overtime  will  be  allowed  for  a 
members  meal  period. 

(1)  Members  appearing  in  court  for  more  than  three  (3)  hours  will 
receive  overtime  on  an  hour-for-hour  basis  when  appearing  on 
schedxded  watch  off  days  consistent  with  Section  I.,  B.,  4.,  b. 

b.  SCHEDULED  TO  WORK  STATUS 

(1)  Members  appearing  in  co\irt  less  than  one  hour  prior  to  the 
beginning  of  their  schediiled  watches  will  receive  one  (1)  hour  of 
overtime. 

(2)  Members  appearing  in  court  more  than  one  (1)  but  less  than  two  (2) 
hours  prior  to  the  beginning  of  their  scheduled  watches,  will 
receive  two  hoxurs  overtime. 

(3)  Members  appearing  in  court  more  than  two  (2)  hovurs,  but  less  than 
three  (3)  hours  prior  to  the  beginning  of  their  schedided  watches, 
will  receive  three  (3)  hoiurs  of  overtime. 

(4)  Members  who  appear  in  court  during  the  morning  session  and  are 
scheduled  to  start  work  at  1200  hrs.  will  be  entiUed  to  three  (3)  hours 
of  overtime  regardless  of  the  time  indicated  on  the  subpoena.  No 
overtime  will  be  allowed  for  a  members  meal  period. 

(5)  Members  appearing  in  court  for  more  than  three  (3)  hours  will 
receive  overtime  on  an  hour-for-hour  basis  when  off  duty  during 
the  entire  period  consistent  with  Section  I.,  B.,  4.,  b.  No  overtime 
will  be  allowed  for  a  members  meal  period- 


DGO  11.01 
08/24/94 


c    COURT  STANDBY.  Members  placed  on  court  standby  without  appearing 
in  court  will  receive  (2)  two  hours  of  overtime  only  if  they  are  off  duty 
during  the  entire  call-in  period  indicated  on  the  subpoena.  On  duty 
time  includes  any  overtime  for  pxurposes  of  this  section. 

(1)  Members  on  sick  leave  with  pay  or  disability  leave  who  appear  in 
court  or  are  placed  on  standby_amilQt  entitled  to  additional 
compensation-  Members  are  paid  as  though  they  were  working 
diiring  these  leave  periods. 

d.  MEMBERS  ON  SUSPENSION.  Members  on  suspension  who  are 
subpoenaed  and  appear  in  court,  or  are  on  ^standby"  are  entitled  to 
compensation  at  their  "regular"  rate  of  pay,  not  at  an  "overtime"  rate. 

e.  D jL  CONFERENCES.  A  member  attending  an  attorney's  conference  but 
not  appearing  in  court  will  receive  overtime  on  an  hoxir-for-hour  basis 
consistent  with  Section  I.,  B.,  4.,  b.  This  is  not  classified  as  court 
overtime. 

t     CIVIL  COURT 

(1)  Overtime  requests  for  civil  court  appearances  in  which  neither  the 
City  nor  the  Department  is  a  party  will  be  processed,  reviewed,  and 
certified  by  the  Accounting  Section  of  the  Fiscal  Divisioru  These 
requests  must  be  sent  to  the  Accounting  Section  along  with  a  copy 
of  the  subpoena  and  the  Record  of  Civil  Court  Appearance  (SFPD 
203)  approved  by  the  requesting  member's  commanding  officer. 
Members  will  be  compensated  on  a  half-hour-for-half-hom  basis. 

(2)  The  Legal  Division  will  review  and  approve  overtime  requests  for 
dvil  cases  in  which  the  City  or  Department  is  a  party.  If  approved, 
compensation  shall  be  awarded  on  an  half-hour-for-half-hour  basis 
pursuant  to  Section  I.,  B.,  4.,  b. 

ADMINISTRATIVE  HEARINGS.  Any  member  who,  as  part  of  his/her 
assigned  duties,  is  required  to  appear  at  any  administrative  proceeding 
while  off  duty,  shall  be  compensated  at  time  and  one-half  for  the  hours 
actually  spent,  or  shall  receive  three  (3)  hours  compensation,  whichever  is 
greater. 
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7.  POUCE  RANGE .  Any  officer  required  to  appear  at  the  Police  Range  for 
mandatory  re  qualification  while  off  duty  wUl  receive  overtime  on  a  half 
hour-f  or-half-hour  basis. 

8.  INVESTIGATIVE  ON  CALL.  Members  placed  on  investigative  on-call  will 
receive  (2)  two  hours  of  on-call  pay  per  day. 

C  COMPENSATORY  TIME  OFF  (OU) 

1.  USE.  With  reasonable  notice,  the  Department  may  require  members  to  use 
acctunulated  compensatory  time  off  in  excess  of  three  hundred  (300) 
hours. 

2.  APPROVAL.  The  use  of  compensatory  time  off  is  subject  to  the  approval  of 
the  member's  commanding  officer  or  officer-in-charge  and  must  be 
consistent  with  the  needs  of  the  Department  A  member  requesting  to  use 
compensatory  time  off  must  submit  SFPD  320  sufficientty  in  advance. 

D.  VACATIONS  (VA) 

1.  ELIGIBILITY.  No  member  is  entitled  to  take  a  vacation  day  off  with  pay 
"before  completing  one  year  of  continuous  service  as  an  employee  of  the 

aty  and  County  of  San  Francisco. 

2.  ACCRUAL  OF  VACATION 

a-   At  the  end  of  one  year  of  continuous  service,  members  will  be  awarded 
vacation  allowances  calculated  by  multiplying  the  total  number  of  paid 
hours  in  the  preceding  year  (not  to  exceed  2080)  by  .0385  hours. 
Members  with  at  least  one  year,  but  less  than  five  years  of  continuous 
service,  can  accrue  a  maximiun  of  320  hours,  after  which  no  additional 
vacation  hotirs  will  be  accrued. 

h.   Members  who  have  completed  five  years  of  continuous  service  will 
accrue  vacation  allowances  at  the  rate  of  .0577  hoius  for  each  hour  of 
paid  service  (not  to  exceed  2080)  in  the  preceding  year.  At  the  end  of 
five  years  of  continuous  service,  members  will  receive  a  one-time 
vacation  bonus  computed  at  the  rate  of  .0192  hours  for  each  hour  of 
paid  service.  Members  with  at  least  five  years,  but  less  than  fifteen  (15) 
years  of  continuous  service,  can  accrue  a  maximum  of  360  hours,  after 
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which  no  additional  vacation  hours  will  be  accrued. 

c    Members  who  have  completed  15  yeais  of  continuous  service  shall 
accrue  vacation  allowances  at  a  rate  of  .077  hours  for  each  hour  of  paid 
service  (not  to  exceed  2080)  in  the  preceding  year.  At  the  end  of  15  years 
of  continuous  service,  members  will  receive  a  one-time  vacation 
bonus  computed  at  the  rate  of  .0192  hours  for  each  hour  of  paid  service. 
Members  with  at  least  15  years  of  continuous  service  can  accumulate  a 
maximtim  of  400  hours. 

d.  Members  will  receive  their  vacation  allowances  at  the  end  of  each  pay 
period  (biweekly)  based  on  the  number  of  paid  hours  worked  during 
that  period. 

e.  Members  who  are  absent  from  duty  because  of  temporary  disability 
arising  out  of  and  in  the  course  of  their  employment,  and  who  are 
governed  by  Section  8.515  of  the  Charter  or  the  Workers' 
Compensation  laws  included  in  the  Labor  Code  of  the  State  of 
California,  shall  not  lose  any  vacation  rights  by  virtue  of  such  absence. 
When  a  member  is  unable  to  use  vacation  leave  due  to  a  disability 
status,  the  unused  time  is  added  to  the  member's  accumulated  balance. 

If  the  balance  exceeds  the  maximum  aUowed,  the  member  will  be  paid 
for  the  excess  days. 

3.    USE  OF  VACATION 

a.   Before  taking  vacation  leaves,  members  must  submit  vacation  requests 
to  their  commanding  officers  indicating  the  dates  and  times. 

h.  With  the  approval  of  their  commanding  officers,  members  may  also 
use  accumulated  compensatory  time  off  and  equivalent  holiday  time 
in  conjunction  with  vacation  leaves. 

c   With  the  approval  of  commanding  officers  or  officers-in-charge, 

vacation  leaves  may  be  taken  on  an  intermittent  basis  and  in  one-hour 
increments. 

d.  When  a  legal  holiday  occurs  during  a  member's  vacation,  it  will  not  be 
considered  a  day  of  vacation  leave.  The  watch  report  shall  indicate  LH 
(Legal  Holiday)  for  that  date. 
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e.   Members  in  their  final  year  of  service  before  retirement  may  elect  to 
take  cash  compensation  for  their  accrued  vacation. 

E  LEGAL  HOLIDAYS  (LH).  Members  are  entiUed  to  11  legal  hoUdays  per  year  as 
provided  in  the  Salary  Standardization  Order. 

1.  SCHEDULED  TO  WORK.  Members  who  are  scheduled  to  work  on  a  legal 
hoUday  and  do  so  will  receive  their  regular  pay  and  overtime  for  the 
hours  worked.  Members  shaU  not  change  their  watch-off  schedules  to 
work  on  legal  holidays. 

2.  SCHEDULED  WATCH  OFF.  Members  who  are  ordered  to  work  legal  holidays 
even  though  they  are  scheduled  watch  off  shall  be  carried  as  working 
regular  overtime  or  EWW  if  working  a  special  event,  not  (LH)  hoUday 
pay.  These  members  wiU  be  entitled  to  an  In  Lieu  of  Legal  Holiday  to  be 
used  at  a  later  date. 

3    IN  LIEU  OF  HOLIDAY  (IL).  Members  who  are  scheduled  regular  watch  off  on 
the  date  designated  as  a  legal  holiday  are  entitied  to  an  In  Ueu  of  Holiday 
to  be  taken  at  a  later  date.  Members  who  accrue  in  lieu  holidays  must  use 
them  by  the  end  of  the  fiscal  year  in  which  they  are  earned. 

F.  FLOATING  HOLIDAYS  (FH).  Members  will  be  eUgible  for  floating  hoUdays 
each  fiscal  year.  Members  must  use  these  floating  hoUdays  within  the  fiscal 
year  in  which  they  are  earned. 

G  MILITARY  LEAVE  (ML)  (MP).  MiHtary  leaves  for  members  are  governed  by 
the  provisions  of  applicable  Federal  and  State  laws,  by  Charter  provision,  and 
by  Civil  Service  Commission  Rule  22.  Questions  concerning  mUitary  leave 
should  be  directed  to  the  Commanding  Officer  of  the  Personnel  Division. 

1.   (MP)  A  member  with  at  least  one  year  of  continuous  Police  Department 
service  immediately  prior  to  the  date  on  which  the  temporary  military 
leave  of  absence  begins  shall  be  entitled  to  receive  his/her  salary  or 
compensation  for  a  period  not  to  exceed  the  first  30  calendar  days  of  any 
such  leave;  however,  pay  for  such  purposes  shaU  not  exceed  30  days  m  any 
one  fiscal  year.  A  member  is  not  entifled  to  a  temporary  military  leave  of 
absence  for  a  period  of  inactive  military  duty,  such  as  weekend  drills. 
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2.  A  member  of  the  Department  who  is  also  a  member  of  the  Armed  Forces 
Reserve  Corps,  National  Guard,  or  Naval  Militia  is  entitled  to  a  temporary 
military  leave  of  absence  while  engaged  in  military  duty  ordered  for 
purposes  of  active  military  training,  provided  that  it  does  not  exceed  180 
calendar  days. 

3.  Members  requesting  temporary  military  leaves  of  absence  shall  make  the 
application  on  Civil  Service  Commission  Form  7-20,  attach  copies  of  their 
Active  Duty  Training  orders  and  submit  them  to  their  commanding 
officers.  Commanding  officers  shall  forward  the  forms  and  attachments  to 
the  Persoimel  Division  at  least  10  days  prior  to  the  first  day  of  the  leave 
period. 

H.  PERSONAL  LEAVE  (PL).  Personal  leave  is  defined  as  an  unpaid  absence  for 
personal  reasons  which  includes  maternity,  adoption,  etc. 

1.  APPLICATION.  Application  for  personal  leave  without  pay  for  more  than 
five  (5)  consecutive  working  days,  as  set  forth  in  the  Rule  22  of  the  Civil 
Service  Commission,  shall  be  made  in  writing  on  Civil  Service 
Commission  Form  7-20.  The  completed  form  shall  be  submitted  to  the 
member's  commanding  officer,  for  approval  or  disapprovaL  Approval 
shall  not  be  xmreasonably  withheld. 

2.  APPROVAL.  Whether  approved  or  disapproved,  the  application  form  shall 
be  forwarded  to  the  Commanding  Officer  of  the  Persoimel  Division  at 
least  10  days  prior  to  the  first  day  of  the  leave  period.  The  Commanding 
Officer  of  the  Persoimel  Division  shall  approve  or  disapprove  the 
application  and  forward  it  to  the  Chief  of  Police. 

3.  APPEAL.  The  decision  of  the  Chief  is  final  imless  an  appeal  is  specifically 
granted  pursuant  to  Rixle  22  of  the  Civil  Service  Commission.  Questions 
concerning  personal  leaves  without  pay  should  be  directed  to  the 
Commanding  Officer  of  the  Personnel  Division. 

L    SICK  LEAVE  (SL).  Sick  leave  is  defined  as  an  unpaid  absence  due  to  illness  or 
injury  not  arising  out  of  and  in  the  course  of  Department  employment 
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SICK  LEAVE  WITH  PAY  (SP).  Sick  leave  with  pay  is  defined  as  a  paid  absence 
due  to  illness  or  injury  not  arising  out  of  and  in  the  course  of  Department 
employment  Sick  leave  with  pay  may  be  granted  only  to  members  who  have 
earned  Sick  Leave  with  pay  credits  and  have  served  a  total  of  six  continuous 
months  of  regularly  paid  service. 

1.  ACCRUAL.  Sick  Leave  with  pay  is  earned  at  the  rate  of  four  (4)  hotirs  for 
each  80  hours  of  regularly  scheduled  paid  service.  A  member  may 
accumulate  a  maximum  of  1,040  hours  of  sick  leave  with  pay  credits.  All 
sick  leave  hours  accrued  beyond  the  maximum  will  be  lost  Members  on 
Disability  Leave  will  continue  to  earn  sick  leave  with  pay  credits. 

2.  USE  OF  SICK  LEAVE.  The  xise  of  sick  leave  by  officers  is  subject  to  rules 
adopted  by  the  Police  Commission  and  approved  by  the  Qvil  Service 
Commission.  Any  provisions  not  covered  by  the  Police  Commission  in 
this  order  shall  be  as  provided  in  Civil  Service  Commission  Rule  22. 

3.  LEAVE  REQUESTS.  Members  needing  to  take  extended  sick  leave  because  of 
a  non  work-related  illness  or  injury  must  make  a  request  for  leave. 
Members  must  obtain  a  Request  for  Leave  Form  3670a  CSC  7-20  (1-91) 
from  the  Personnel  Division,  fill  in  the  appropriate  sections  and  forward 

"the  form  to  their  personal  physicians  for  completion.  When  complete, 
members  shall  forward  the  forms  to  their  commanding  officers  for 
approval.  After  approval,  commanding  officers  shall  forward  the  forms  to 
the  Persormel  Division,  which  will  forward  them  to  the  Deputy  Chief  of 
Administration.    A  copy  will  be  returned  to  the  member. 

4.  EXTENSIONS.  When  the  member  and  physician  realize  that  the  sick  leave 
will  need  to  be  extended,  the  members  shall  obtain  another  Request  for 
Leave  form  and  foUow  the  above  procedures  to  officially  extend  the  leave. 
Absent  the  receipt  of  the  request  for  the  extension,  the  member  shaU  be 
expected  to  report  for  duty  within  24  hours  of  the  last  day  of  authorized 
leave. 

5.  END  OF  LEAVE.  A  member  shall,  when  on  sick  leave  and  the  periods 
prescribed  in  the  approved  leave  have  been  exhausted,  report  for  duty 
within  twenty  four  (24)  hours  or  arrange  for  additional  leave. 
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6.  BEREAVEMENT.  A  member  may  take  up  to  three  (3)  days  of  sick  leave  in 
Oie  event  of  the  death  of  a  member's  parent,  step  parent,  grandparent, 
parent-in-law,  spouse,  sibling,  child,  step  child,  adopted  child,  legal 
guardian  or  any  person  who  is  permanently  residing  in  the  household  of 
the  member.  A  member  may  take  one  sick  leave  day  in  the  event  of  a 
death  of  any  other  relative. 

a.   Sick  leave  for  bereavement  must  be  taken  within  30  calendar  days  after 
the  date  of  death.  Two  additional  sick  leave  days  will  be  granted  if 
travel  outside  of  the  State  of  California  is  required. 

h   A  member  requesting  sick  leave  for  bereavement  shall  notify  his/her 
commanding  officer,  officer-in-charge  or  a  superior  officer  at  the 
earliest  opportxmity,  and  inform  him/her  of  the  decedent's 
relationship  to  the  member,  the  number  of  sick  leave  days  requested 
and  the  dates. 

c   The  approved  sick  leave  time  will  be  recorded  as  SP  if  the  member  has 
SP  accrued  or  SI  if  the  member  has  exhausted  his/her  SP  balance. 

7.  REPORTING  POLICY 

a.  Members  who  are  unable  to  report  for  duty  because  of  illnesses  or 
injuries  shall  immediately  notify  their  commanding  officers, 
officers-in-charge  or  superior  officers. 

b.  Officers,  after  being  absent  for  three  (3)  consecutive  working  days,  and 
non-sworn  members,  after  being  absent  for  five  (5)  consecutive  days, 
shall  forward,  without  xmreasonable  delay,  to  their  commanding 
officers  a  certificate  signed  by  the  treating  licensed  medical  doctor, 
doctor  of  dental  surgery,  doctor  of  podiatric  medicine,  licensed  clinical 
psychologist,  or  Christian  Science  practitioner,  stating  the  reason  they 
cannot  report  for  duty.  If  the  certificate  is  sent  by  mail,  it  shall  be 
mailed  by  Special  Delivery  Registered  MaiL 
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K.  DISABILITY  LEAVE  (DP) 
1.    DEFINrnONS 

a    DUE  TO  INDUSTRIAL  ILLNESS  OR  INJURY.  Qaims  related  to  absences  due 
to  illnesses  or  injuries  arising  out  of  or  in  the  course  of  employment 
are  administered  under  the  State  Workers'  Compensation  Laws  and 
the  Rules  of  the  Retirement  Board. 

b.   DUE  TO  BATTERY.  Non-swom  members  who  miss  work  due  to  injuries 
or  illnesses  received  in  the  course  of  employment  and  caused  by  acts  of 
criminal  violence  shall  be  entiUed  to  Sick  Leave  witii  Pay  under  the 
provisions  of  Civil  Service  Commission  Rule  22.  Authorized  Sick 
Leave  under  this  section  is  not  charged  against  a  member's  earned  pay 
credits. 

2.  REPORTING .  When  a  member  of  the  Department  is  injured  in  the  line  of 
duty  either  on  or  off  duty,  the  following  reports  must  be  submitted: 

•  Employer's  Report  of  Occupational  Injury/Illness  (Form  2). 

'       •    DWC  (Form  1)  -  Employee's  Qaim  for  Workers'  Compensation 
Benefits. 

•  Written  report,  if  possible,  by  the  injuied/sick  member  showing  the 
cause  of  the  alleged  disability  and  the  manner  in  which  it  was 
sustained. 

•  Investigation  report  by  a  superior  officer  stating  the  facts  regarding 
the  injury  or  illness,  the  names  and  addresses  of  any  witnesses, 
whether  or  not  the  disability  was  sustained  in  the  performance  of 
police  duty,  and  whether  the  member  was  on  or  off  duty  at  the  time. 

a.    A  non-swom  member  suffering  an  injury  or  illness  in  the  course  of 
employment  caxised  by  an  act  of  criminal  violence,  shall  immediately 
notify  his/her  supervisor  and  request  treatment  at  the  Franciscan 
Treatment  Room  or  Mission  Emergency  Hospital  in  the  case  of  an 
acute  emergency.  The  supervisor  shall  investigate,  ensure  that  the 
proper  incident  report  is  made  and  prepare  a  memorandum 
requesting  the  non-swom  member  be  carried  on  Battery  Leave.  The 
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memorandum  shall  include  the  date,  time,  location  and  cirounstances 
surrounding  the  incident  and  shall  be  forwarded  to  the  Pajnroll  Unit 

bt   When  a  member  suffers  from  a  reciurence  of  a  previously  reported 
work-related  injury  or  illness,  the  following  reports  shall  be  submitted: 

(1)  If  on  duty,  the  member  shall  submit  a  memorandum  to  his/her 
commanding  officer  stating  all  the  facts  regarding  the  recurrence, 
the  date  of  the  original  injury  and  the  name  of  the  treating 
physician. 

(2)  If  off  duty,  the  member  shall  immediately  notify  his/her 
commanding  officer,  officer-in-charge  or  a  superior  officer,  who 
shall  prepare  a  memorandxmi  as  indicated  above. 

(3)  In  either  case,  the  member  shall  also  forward  a  certificate  signed  by 
the  attending  physician  describing  the  disability.  If  the  certificate 
must  be  sent  by  mail,  it  shall  be  mailed  by  Special  Delivery 
Registered  Mail. 

(4)  A  member  suffering  from  a  recurrent  injury  shall,  without 
tmreasonable  delay,  notify  the  San  Francisco  Oty  and  Coxmty 
Employees'  Retirement  System,  Compensation  Division,  PoUce 
Qaims  Adjustor,  and  foUow  any  direction. 

L.  TAKING  LEAVE  PRIOR  TO  END  OF  WATCH 

1.  REQUEST.  A  member  desiring  to  leave  before  the  end  of  his/her  assigned 
tour  becavise  of  a  non-industrial-related  illness  or  for  personal  reasons 
may  request  to  do  so.  The  officer-in-charge  will  grant  the  request  based  on 
the  needs  of  the  vmit 

2.  WATCH  REPORT.  If  a  request  is  granted,  the  officer-in-charge  shall  ensxure 
that  the  corrected  watch  report  is  prepared  and  indicate  the  amount  of 
compensatory  time,  vacation,  or  SP  takeiu  The  officer-in-charge  shall  also 
initial  the  corrected  watch  report,  noting  the  leave. 
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M.  GENERAL  PROVISIONS 

1.  LEAVES 

a.  A  member  granted  a  leave  for  a  period  of  two  or  more  days  shall 
submit  a  report  to  his/her  commanding  officer,  officer-m-charge,  or  to 
a  superior  officer  indicating  where  he/she  may  be  located  durmg  such 
leave. 

h   The  types  of  leaves  which  require  leave  papers  include:  sick  leave  in 
excess  of  five  days  (with  or  without  pay),  personal  leave  (without  pay), 
military  leave  (with  or  without  pay),  maternity  and  child  care  leave 
(with  or  without  pay). 

2.  SICaC  OR  DISABILITY  LEAVES 

a.   A  member  shall  not  simulate  any  injury  or  illness  or  attempt  to 
mislead  or  deceive  the  treating  physician,  the  Police  Physician,  the 
commanding  officer  or  any  superior  officer  assigned  to  investigate  the 
circumstances  of  the  injury  or  iUness. 

-b.   A  member  shall  not  apply  for  treatment  or  obtain  a  sick  or  disability 
certificate  from  the  Police  Physiciaru 

c    While  absent  from  duty  on  account  of  sick  or  disability  leave,  members 
shall  strictly  comply  with  the  instructions  of  tiie  attending  physicians, 
the  Police  Physician  or  their  commanding  officers. 

d.  Members  on  sick  or  disability  leave  shaU  not  leave  their  residences  for 
more  than  24  hours  without  first  obtaining  written  authorization  from 
their  attending  physicians  or  the  PoUce  Physician-  Members  shall  fully 
discuss  all  the  acUvities  they  plan  to  engage  in  with  their  attending 
physicians  or  the  Police  Physician  to  determine  whether  the  activities 
could  aggravate  the  injuries  or  delay  convalescence.  The  member  shall 
forward  the  written  authorization  to  the  Persoimel  Sergeant 

e.  Members  on  sick  or  disability  leave  shaU  notify  the  Personnel  Sergeant 
whenever  they  will  be  away  from  their  residences  in  excess  of  24  hours 
and  provide  an  address  and  phone  number  where  they  can  be 
contacted. 
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f.  A  member  on  sick  or  disability  leave  shall  not  knowingly  engage  in 
any  activity  that  coxild  aggravate  his/her  injury  or  Ulness  or  delay 
convalescence,  e.g.,  sports  activities  such  as  baseball,  football,  etc. 
Therapy  prescribed  by  an  attending  physician  or  physical  therapist  is 
exempt  from  this  rule. 

g.  Members  on  sick  or  disability  leave  shall  keep  aU  scheduled 
appointments  with  their  attending  physicians.  If  it  becomes  necessary 
to  cancel  an  appointment,  the  member  shall  contact  the  physician's 
office  at  the  earliest  possible  time  and  advise  the  office  staff  of  the  need 
for  cancellation  and  rescheduling  of  the  appointment  Members  who 
have  returned  to  duty  and  have  follow-up  appointments  shall  also 
comply  with  this  rule. 

h.  Prior  to  returning  to  duty  after  disabflity  leave,  sick  leave  in  excess  of  90 
days,  or  a  leave  of  absence  in  excess  of  90  days,  members  shall  notify  the 
Personnel  Sergeant.  After  an  examination  of  the  available  medical 
records,  the  Personnel  Sergeant  shall  either  make  arrangements  to 
return  the  officer  to  duty,  or  refer  him/her  to  the  Police  Physician  for  a 
physical  examination  to  determine  the  officer's  fitness  to  perform 
police  duty. 

L    Members  shall  not  engage  in  any  other  business  or  calling  while  on 
sick  leave  or  disability  leave,  even  though  prior  written  permission  to 
engage  in  secondary  employment  has  been  received  from  the  Chief  of 
Police.  Permission  for  such  activity  must  be  specifically  granted  by  the 
Chief  of  Police  with  the  concurrence  of  the  General  Manager  of 
Personnel  for  the  Gvil  Service  Commission. 

j.    Procedujes  for  sick  or  disability  leave  for  recruit  officers  at  the  Police 
Academy  shall  be  governed  by  Academy  policies  and  procedures. 


14 


11.02 

San  Frandsco  Police  Department 

GENERAL   ORDER 2I^i£^ 

SECONDARY  EMPLOYMENT 

This  order  establishes  Department  pohdes  and  procedures  regarding  secondary 
employment,  the  appUcation  process,  the  reasons  for  denial  or  revocation, 
regulations  while  working  secondary  employment,  temporary  secondary 
employment,  and  arrest  and  report  procedures. 

I.   INTRODUCTION/GUIDELINES 

This  order  consoUdates  present  Department  pohdes  and  procedures  concerning 
secondary  employment.   Sections  have  been  updated  to  conform  with  current 
statutory  and  case  law. 

Dedsions  by  the  California  State  Supreme  Court  have  made  major  d^anges  m 
the  status  of  peace  officers  engaged!  in  secondary  employment  dunng  their  off- 
dut^  hours.  L  Cervantes  vs.  J  C.  Pemiey  Co.  24  Cal.  3d  579  (1979),  the  Court  held 
that  the  arrest  powers  of  a  poHce  officer  pursuant  to  836PC  do  not  carry  over 
while  engaged  in  secondary  employment.  While  engaged  m  secondary 
employment,  the  arrest  powers  of  a  dtizen  pursuant  to  837PC  apply. 

When"  an  officer  is  employed  by  a  pubUc  entity  to  engage  in  secondary 
employment  while  in  a  poUce  uniform,  he/she  is  allowed  to  exerase  arrest 
powers  pursuant  to  836  P.C. 

n.  poucY 

A.  PERMISSION  TO  ENGAGE  IN  SECONDARY  EMPLOYMENT 

1    OFFICERS'  OBUGATIONS.  Working  secondary  employment  is  a  privHege, 
not  a  right,  and  pemiission  is  contingent  upon  the  officer  cairyii^  out 
his/her  poUce  duties  to  the  satisfaction  of  the  Chief  of  PoUce.  Officers 
engaging  in  secondary  employment  must  recognize  tiiat  their  primary 
obligation  is  to  tiie  San  Frandsco  PoUce  Department  Officers  are  subject  to 
caU  at  any  time  for  emergendes,  special  assignments,  or  overtime  duty; 
secondary  employment  must  not  infringe  on  tiiese  obligations. 
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2.  REVIEW.  Commanding  officers  shall  continuously  review  the 
performance  of  their  officers  who  engage  in  secondary  employment.  If 
any  officer  does  not  fidfill  his/her  Department  responsibilities 
satisfactorily,  the  commanding  officer  shall  recommend  termination  of 
secondary  emplojonent 

3.  WRITTEN  PERMISSION.  Officers  shall  not  engage  in  secondary  employment 
or  any  other  business  or  calling  without  prior  written  permission  from  the 
Chief  of  Police.  Officers  who  are  suspended  or  are  on  a  leave  of  absence 
without  pay  are  exempt  from  this  provision;  however,  they  are  subject  to 
Charter  provisions.  Department  policies  and  procedures,  and  all  other 
provisions  of  this  order. 

a.  TEMPORARY  SECONDARY  EMPLOYMENT.  In  certain  drcimistances,  an 
officer  is  given  short  advance  notice  of  a  temporary  secondary 
employment  opportunity  and  it  is  impossible  for  the  officer  to  obtain 
written  permission  of  the  Chief  of  Police  prior  to  begiiming  the 
employment  In  these  situations,  the  officer's  commanding  officer  may 
tentatively  approve  the  officer's  request  pendir^  review  by  the  Chief; 
however,  the  commanding  officer  shall  also  be  responsible  for  carefully 
-examining  the  request  and  ensuring  that  the  employment  does  not 
conflict  with  any  provisions  of  this  order. 

4.  CHANGES.  Permission  to  engage  in  secondary  employment  shall  be  solely 
for  the  specific  employment  for  which  the  request  was  submitted  and 
approved.  Permission  remains  valid  until  it  is  revoked  by  the  Chief  of 
Police  or  the  employment  is  terminated.  If  there  is  a  change  of  employer, 
or  a  substantial  or  material  change  in  the  duties  of  the  employment,  the 
officer  shall  immediately  submit  a  new  request 

B.  BASIS  FOR  DENIAL  OR  REVOCATION.  A  request  for  secondary 

employment  shall  be  disapproved,  or  an  approved  request  revoked  for  any  of 
the  following  reasons: 

1.  DISCLOSURE  OF  RECORDS,  DOCUMENTS,  FILES.  The  employment  causes  or  is 
likely  to  cause  the  officer  to  use  or  disclose  official  police  records, 
documents  or  files. 

2.  LEGAL  PROCESS.  The  employment  involves  service  of  legal  process. 


DGO  1 1 .02 
08/10/94 

3    OBUGATIONS.  There  is  evidence  that  the  employment  would  impair  or 
interfere  with  the  officer's  ability  to  efficienUy  discharge  his/her  Police 
Department  obligations, 

L   CONTUCrS.  The  employment  wovdd  create  a  conflict  of  interest  in  regard 
to  his/her  performance  in  the  Police  Department  or  would  violate  policies 
or  procedures  of  the  Department 

5.   PRIVATE  INVESTIGATIONS.  The  employment  is  of  a  private  investigative 
nature  or  connected  with  a  private  investigation  agency. 

a-   This  provision  does  not  apply  to  officers  employed  as  or  by  "private 
patrol  operators''  defined  in  Business  and  Profession  Code  Section  7521 
(b)  and  (c),  even  though  their  employers  may  hold  licenses  as  private 
investigators  as  defined  in  Business  &  Profession  Code  Section  7521  (a). 

b.    State  law  reqviires  that  persons  who  contract  for  services  as  private 
patrol  operators  or  private  investigators  must  be  Ucensed  and  failure  to 
be  so  registered  is  a  misdemeanor.  Peace  officers  may  be  hired  by 
employers  to  provide  security  services  as  outlined  in  Business  and 
Profession  Code  Sections  7521  (b)  and  (c),  provided  they  appear  on  the 

"      employers'  payroll  and  employers  make  necessary  deductions  from 
wages  for  unemployment  and  disability  insxurance. 

6.  DEBT  COLLECTIONS.  The  employment  involves  the  collection  of  debts. 

7.  TAVERNS/SALE  OF  INTOXICA.TING  BEVERAGES.  The  employment  is  directly 
or  indirectly  connected  with  the  operation  of  a  tavern  or  the  sale  of 
intoxicating  beverages  in  the  Qty  and  County  of  San  Francisco.  For  the 
purpose  of  tiiis  paragraph,  "indirectlV'  shall  mean  any  on-site  activity 
relating  to  the  operation  of  a  tavern  or  the  sale  of  intoxicating  beverages. 

a.   In  accordance  with  the  provisions  of  tiie  .AJcohoUc  Beverage  Control 
Act,  CaL  Code  of  Reg.,  Title  4,  Section  63,  an  officer  may  be  the  owner  of 
a  liquor  license  outside  the  coimty  of  his/her  employment  An  officer 
may  also  work  in  an  establishment  selling  intoxicating  beverages 
outside  of  the  county  of  hi^lier  emplo\Tnent  if  not  directiy  involved 
in  dispensing  the  beverage;  however,  if  the  officer  is  the 
owner/licensee  of  the  establishment,  he/she  may  work  as  a  bartender 
in  that  establishment 
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8.  TAXICABA^EHICLE  FOR  HIRE.  The  employment  involves  the  operation  of 
any  taxicab  or  public  passenger-f or-hire  vehicle  by  a  sworn  officer  in  the 
City  and  Coxmty  of  San  Francisco  or  the  San  Francisco  International 
Airport. 

9.  TOW  SERVICE.  The  emplojonent  involves  the  operation  of  a  tow  service 
within  the  City  and  Coxmty  of  San  Francisco. 

10.  HOURS.  The  employment  is  for  more  than  twenty  (20)  hours  in  any  week. 

C  ATTENTION  TO  DUTY.  During  their  tour  of  duty,  officers  shall  devote  their 
entire  time  and  attention  to  the  efficient  performance  of  police  business  and 
not  engage  in  any  other  business  or  calling  (see  DGO  2.01,  General  Rules  of 
Conduct).  Police  Department  phone  nimibers  are  not  to  be  used  as  a  referral 
number  in  coimection  with  secondary  employment 

D.  LABOR  DISPUTES.  Officers  shall  not  accept  secondary  employment  in  a 
business  or  occupation  where  the  employees  are  on  strike  or  are  -Rocked  out" 
by  their  employer.   Police  officers  presently  working  as  security  guards  or  in 
positions  requiring  security  responsibilities  are  advised  that  during  a  strike  or 
labor  disturbance  at  their  places  of  secondary  employment,  they  shall  not 
continue  to  work,  nor  shall  they  engage  in  any  picketing  (see  DGO  8.05,  Labor 
Disputes). 

1.   OFFICERS'  RIGHTS.  This  provision  is  not  intended  to  abridge  officers' 
constitutionally  guaranteed  rights.  When  officers  exercise  these  rights 
while  off  duty,  they  shall  take  reasonable  steps  to  prevent  crime,  detect  and 
arrest  offenders,  and  protect  life  and  property,  consistent  with  their  ability 
to  take  proper  action. 

E  DISPLAY  AND  USE  OF  DEPARTMENT-ISSUED  EQUIPMENT  (Also  see 
DGO  10.02,  Eqviipment) 

1.  DEPARTMENT-ISSUED  EQUIPMENT.  Department-issued  equipment  shall  not 
be  used  when  an  officer  is  engaged  in  secondary  employment 

2.  STARS  AND  ID  CARDS.  Officers  shall  not  display  their  stars  or  identification 
cards  while  engaged  in  secondary  employment,  except  when  necessary  to 
perform  an  arrest  or  other  police  duty  which  is  not  directly  related  to  the 
secondary  employment 
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3.  MACE/OC.  Officers  may  carry  a  personally  owned  chemical  agent  canister 
while  engaged  in  secondary  employment;  however,  the  officer  must  first 
comply  with  the  provisions  of  Penal  Code  Section  12403.7. 

4.  ACCESS  TO  INF0RMATI0N/CW1B.  While  engaged  in  secondary  employment, 
officers  shall  not  call  the  Central  Warrant  Bureau  (CWB)  or  use 
Department  computers  to  obtain  information  concerning  those  under 
arrest  or  those  possibly  to  be  placed  xmder  arrest. 

F.  COMPENSATION.  Officers  involved  in  incidents  requiring  them  to  perform 
police  services  not  connected  with  their  secondary  employment  are  not 
entitled  to  overtime  from  the  Department,  either  by  compensation  or  by 
accumulated  time,  if  they  are  paid  by  their  secondary  employer  during  the 
time  involved  in  handling  of  the  incident. 

G  INJURY.  If  an  officer  is  injured  while  engaging  in  secondary  employment, 
the  award  of  disability  pay  from  the  City  and  County  of  San  Francisco  will  be 
determined  by  the  Retirement  Board. 

H.  SICK,DISABIUTY  OR  VACATION  LEAVE 

1.  SICK  OR  DISABILITY  LEAVES.  Officers  shall  not  engage  in  any  business  or 
calling  while  on  sick  leave  with  pay  or  disability  leave  with  pay,  even 
though  prior  written  permission  had  been  received  and  approved  by  the 
Chief  of  Police  prior  to  the  leave. 

2.  VACATION  LEAVES.  Officers  shall  not  accept  paid  employment  while  on 
vacation  leave.  If  any  officer  accepts  paid  employment  while  on  vacation 
leave,  he/she  shall  forfeit  the  vacation  compensation  to  which  he/she  is 
entitled. 

L    LIMITED  DUTY.  Limited  duty  members  may  engage  in  secondary 

employment,  however,  the  employment  will  be  carefuUy  reviewed  to  ensure 
that  the  it  does  not  interfere  with  a  member's  recovery  to  full  duty. 

J.    PROBATIONARY  OFHCERS.  Officers  (Q-2)  must  complete  tiieir 

probationary  period  before  requesting  permission  to  engage  in  secondary 
employment. 
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K  TERMINATION  OF  EMPLOYMENT.  Officers  shall  promptly  report  the 

termination  of  their  secondary  employment  through  channels  to  the  Chief  of 
Police. 

III.  PROCEDURES 

A.  APPLICATION  AND  TERMINATION 

1.  REQUEST  FORM.  To  request  permission  to  engage  in  secondary 
employment,  submit  a  Request  for  Secondary  Employment  (SFPD  156)  in 
triplicate  to  your  commanding  officer  at  least  10  days  prior  to  the  date 
employment  is  to  start. 

2.  APPROVAL/DISAPPROVAL.   The  commanding  officer  shall  recommend 
approval  or  disapproval  on  the  form  and  forvy^ard  aU  the  copies  to  the 
Commanding  Officer  of  the  Personnel  Division.  If  the  commanding 
officer  recommends  disapproval,  he/she  shall  indicate  the  reason(s)  on 
the  back  of  the  form. 

3.  CHIEFS  APPROVAL.  The  Commanding  Officer  of  the  Personnel  Division 
will  process  aU  requests  and  recommend  approval  or  disapproval  to  the 
Chief  of  Police.  The  Chief  of  Police  shall  approve  or  disapprove  the 
request. 

4.  FILING.  Whether  approved  or  disapproved,  the  original  request  will  be 
filed  in  the  officer's  personnel  file,  the  duplicate  filed  in  the  Personnel 
Division  and  the  triphcate  returned  to  the  officer. 
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B.  TEMPORARY  SECONDARY  EMPLOYMENT 


1.  DEFINED.  Temporary  secondary  employment  is  defined  as  secondary 
employment  of  not  more  than  5  days  in  any  30-day  period  and  not  of  a 
continuous  nature. 

2.  REQUEST  FORM.  If  you  wish  to  engage  in  temporary  secondary 
employment,  submit  a  Request  for  Secondary  Employment  (SFPD  156)  in 
duplicate  to  your  commanding  officer  for  approval,  along  with  a 
memorandum  describing  the  nature  of  the  employment.  The  request 
must  contain  the  beginning  and  ending  dates  of  the  employment. 

a.  The  commanding  officer  shall  forward  through  channels  the  original 
and  copy  of  SFPD  156,  along  with  the  memorandum  to  the  Personnel 
Division  for  inclusion  in  the  secondary  employment  file. 

3.  SECOND  REQUEST.  A  second  request  for  temporary  secondary  employment 
within  30  days  shall  be  denied  vmless  approved  by  your  Deputy  Chief. 

4.  OTHER  PROVISIONS.  All  Other  provisions  of  this  order  are  applicable  in 
temporary  secondary  employment. 

C  ARRESTS  AND  REPORTS 

1.   ARRESTS.  When  off  duty  and  making  an  arrest  in  cormection  with  your 
secondary  employment,  follow  these  procedures: 

a.  Contact  Communications  Division  and  request  a  "405." 

b.  Complete  SFPD  60,  Incident  Report  (Security  Report),  entering  your 
name  as  the  Reportee/Witness. 

c    Sign  your  name  in  the  "Other"  box  below  the  Victim /Reportee  section. 

d  Do  not  enter  your  name  on  SFPD  60  as  the  Reporting  Officer.  Do  not 
assign  a  case  number  in  yovu-  name,  or  issue  the  person  a  citation. 

e.   Turn  the  arrested  person  and  the  completed  report  form  over  to  the 
responding  officer. 
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2.    RESPONDING  ON-DUTY  OFHCER.  The  officer  responding  to  the  "405"  shall: 

a.  Receive  the  arrested  person  and  make  an  inquiry  with  CWB  to 
ascertain  if  there  are  any  outstanding  warrants  (see  DGO  5.04,  Arrests  by 
Private  Persons). 

b.  ate  or  book  the  arrested  person  according  to  Department  policy  and 
procedure  (see  DGO  5.06,  Citation  Release). 

c.  Enter  his/her  name  on  SFPD  60  as  the  "Reporting  Officer"  and  assign 
the  report  a  case  number. 

d  Enter  in  the  section  marked  "Other  Information,"  "The  following 
information  was  provided  by  [arresting  officer's  name]  working 
secondary  employment  at  [location  of  the  arrest]." 

e.   Submit  the  report  to  his/her  lieutenant  no  later  than  the  end  of  the 
tour  of  duty. 

D.  ANNUAL  REPORT.   The  Commanding  Officer  of  the  Personnel  Division 
will  make  an  aimual  report  on  December  31  to  the  Police  Commission  on 
secondary  employment.   The  report  will  include  the  nanies  and  ranks  of  all 
officers  engaged  in  secondary  employment  and  the  location  where  they  work. 
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JURY  DUTY 

This  order  establishes  policies  regarding  jury  duty,  including  compensation,  and 
outlines  procedures  for  receiving  and  processing  summons. 

I.  POLICY 

A.  DUTIES  OF  MEMBERS.  Section  219  of  the  Code  of  Civil  Procedures  exempts 
sworn  officers  from  jury  duty;  however,  civilian  personnel  are  not  exempt 
from  serving  on  jtiries. 

B.  COMPENSATION.  Members  of  the  Department  will  receive  their  normal 
pay  while  serving  as  jurors;  however,  jury  fees  received  (excluding 
compensation  for  mileage)  will  be  deducted  from  the  member's  pay. 

II.  PROCEDURES 

A.  RECEIVING  A  SUMMONS.  If  you  are  summoned  to  serve  on  jury  duty, 
prepare  a  memorandiun  and  include  the  dty,  county,  court  and  the  dates  of 
service.   Attach  a  copy  of  the  summons  to  the  memorandum  and  forward  it 
to  your  commanding  officer.  If  after  arriving  at  court,  it  is  detennined  that 
you  will  not  be  needed  for  jury  duty,  and  it  is  your  normal  workday,  you 
must  report  for  work. 

B.  COURT  FEES.  Retain  any  court  fees  and  forward  the  receipt  to  the  Payroll 
Section,  Room  513,  Hall  of  Justice.  The  receipt  must  indicate  the  dates,  the 
dty,  county  and  court  where  you  served,  and  the  amount  of  compeiisation 
received  exduding  mileage.  This  amount  will  automatically  be  deducted 
from  your  pay  check. 

C  WATCH  REPORTS.  Watch  commanders  shall  indicate  "JD"  on  watch  reports 
for  days  members  are  in  court. 
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PEER  SUPPORT  PROGRAM 

I.   POLICY 

A.  PURPOSE/  PROGRAM  DESCRIPTION 

1.  RESOURCE.  It  is  the  policy  of  the  San  Francisco  Police  Department  to 
establish  a  Peer  Support  Program  as  a  voluntary  and  confidential  resoiurce 
for  aU  Department  employees  and  their  families.  The  purpose  of  the 
program  is  to  provide  support  and  assistance  for  personal  problems  before 
they  become  acute. 

2.  REFERRALS.  Members  of  the  Peer  Support  Program  are  trained  to  be 
effective  listeners  and  to  provide  feedback,  clarify  issues,  and  assist 
employees  in  identifying  options  for  problem  resolution,  however,  they 
are  not  therapists.  When  problems  are  acute  or  appear  to  require 
specialized  assistance,  information  on  referral  resoxirces  will  be  made 
available  to  employees  or  their  families. 

B.  ADMINISTRATIVE  STRUCTURE.  The  Peer  Support  Program  is  a 
component  of  the  Department's  Employee  Assistance  Program,  but  functions 
and  is  administered  as  an  independent  unit.  It  is  administered  by  a  seven- 
member  steering  committee  which  reports  administratively  to  the  Chief 
through  the  Commanding  Officer  of  the  Personnel  Division, 

C  VOLUNTARY  PARTiaPATION 

1.  nsHTIATION.  Participation  in  the  Peer  Support  Program  is  voluntary  and 
must  be  initiated  by  the  person  seeking  the  support.  There  will  be  no 
mandatory  referrals  of  employees,  nor  wiU  peer  support  members  be 
directed  to  initiate  contact. 

2.  SPECIALIZED  ASSISTANCE.  If  a  support  member  determines  that  an 
employee  requires  specialized  assistance,  he/she  m^ust  obtain  the 
employee's  approval  to  discuss  the  situation  with  a  member  of  the 
Employee  Assistance  Program,  the  Stress  Unit  or  an  outside  professional. 
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D.  INFORMATION 

1.  CONFIDENTIALITY.  The  peer  support  member  shall  maintain 
confidentiality  and  not  discuss  any  information  developed  in  support 
sessions.  Unless  the  peer  support  member  is  directly  involved  in  or  is  a 
witness  to  an  incident  under  investigation  by  the  Management  Control 
Division,  no  information  developed  in  the  sessions  will  be  used  in  any 
future  disciplinary  proceedings. 

2.  EXCEPTIONS.  The  peer  support  member  shall  advise  the  employee  that 
confidentiality  will  be  strictly  maintained  except  in  these  instances: 

a.   When  the  information  must  be  revealed  by  law,  such  as  a  case  of  child 
abuse  or  felony  criminal  conduct 

h   When  a  peer  support  member  gathers  information  in  coimection  with 
his/her  duty  assignment  at  the  time  of  the  incident  (e.g.,  when  a 
supervisor  or  any  person  is  required  by  Department  policy  or  procedure 
to  investigate,  or  when  ordered  by  a  superior). 

c  IVhen  the  peer  support  member  is  directly  involved  as  a  participant  or 
witness. 

d.  When  there  is  reason  to  believe  that  the  employee  intends  to  seriously 
injiure  himself  or  another  persoru  In  the  case  of  threatened  serious 
injury,  reasonable  efforts  shall  be  made  to  warn  the  intended  victim(s). 

e.  When  due  to  substance  abuse,  the  employee  is  a  clear  and  immediate 
danger  to  self,  citizens  or  fellow  employees. 

£    In  all  the  cases  above,  an  appropriate  supervisor  shall  be  notified. 

E  DUTIES  OF  SUPERIORS.  Supervisors  who  are  peer  support  members  cannot 
abdicate  their  supervisory  respoiisibilities  when  on  duty  and  confronted  with 
misconduct  or  disciplinary  problems.  After  taking  necessary  action  in  these 
drciunstances,  supervisors  may  make  referrals  to  the  Stress  Unit,  other 
segments  of  the  Employee  Assistance  Program  or  other  appropriate  agencies. 
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WATCH  REPORT/DETAILS.  When  an  off-duty  peer  support  member  is 
needed  to  assist  an  employee  in  an  extended  crises,  he/she  may  request  to  be 
detailed  to  the  Employee  Assistance  Program  for  his/her  next  scheduled  tour 
of  duty.  Such  details  are  to  be  requested  through  the  Commanding  Officer  of 
the  Personnel  Division,  who  shall: 

1.  Obtain  approval  from  the  peer  support  member's  Deputy  Chief; 

2.  Notify  the  peer  support  member's  station  or  unit 


Reference 

DGO  11.09,  Employee  Assistance  Program/Stress  Urut 
DGO  8.04,  Critical  Incident  Response  Team 
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QUALinCATIONS  FOR  SPECIRC  UNITS 

This  order  establishes  policy  regardiiig  medical  qualifications  necessary  for 
assignment  to  certain  specialized  units  within  the  Department.   The  requirements 
outlined  in  this  order  are  in  addition  to  the  provisions  of  DGO  11.06,  Personnel 
Transfers. 

I.   POUCY 

A.  MEDICAL  EXAMINATION.  To  insure  the  safety  of  the  officer  and  to 
maintain  Department  efficiency,  officers  will  be  required  to  have  a  medical 
examination  by  the  Police  Physician  prior  to  being  assigned  to  the  Crime 
Prevention  Company  or  the  Solo  Motorcycle  Unit 

B.  AUTHORITY  FOR  DISQUALIFICATION.  The  Police  Physician  shall  decide 
whether  an  officer  medically  qualifies  for  assignment  to  these  imits,  and  will 
report  his/her  decision  to  the  Chief  of  Police  in  writing  through  the 
Personnel  Division.  The  Chief  of  Police  shall  make  the  final  decision  based 
upon  information  from  the  Personnel  Division  and  the  recommendation  of 
the  Police  Physician. 

C  PERSONNEL  RECORDS.  The  Personnel  Division  will  review  the  officer's 
personnel  file  and  forward  a  record  of  all  dociunented  medical  absences  to  the 
Police  Physician. 
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D.  MEDICAL  FACTORS  FOR  REJECTION.  In  considering  an  officer  for  a 
particular  assignment,  the  Police  Physician  wDl  conduct  a  physical 
examination  and  review  the  officer's  medical  history.  The  Police  Physician 
may  recommend  rejection  based  on  factors  such  as: 

1.  Absenteeism,  both  work  and  non-work  related. 

2.  Disease  of  any  organ  system  that  is  either  immediately  disabling  or  likely 
to  be  disabling  in  the  future. 

3.  Unhealthy  conditions  such  as  significant  obesity,  hypertension  greater 
than  150/90,  drug  use  (including  alcohol  abiise),  and  regular  use  of  certain 
medically  necessitated  drugs. 

E  OUTSIDE  MEDICAL  INFORMATION.  The  officer  may  provide  outside 
medical  information,  or  the  Police  Physician  may  require  the  officer  to 
provide  outside  medical  information  at  his/her  personal  expense. 


References- 

DGO  11.06,  Personnel  Transfers 


San  Francisco  Police  Department  1 1 .06 

GENERAL  ORDER  Rev.  09/14/99 


PERSONNEL  TRANSFERS 

This  order  establishes  policies  regarding  transfer  of  sworn  personnel,  and  outlines  procediires  for 
requesting  or  initiating  transfers. 

I.  OBJECTIVES 

The  Department  will  seek  to  attain  the  following  objectives  in  personnel  distribution: 

A.  Openness,  fairness  and  objectivity  in  selecting  officers  for  transfer. 

B.  Maximum  advance  notice  to  officers  selected  for  transfer. 

C.  Increased  and  impartial  opportunities  for  officers  selected  for  transfer. 

D.  Broadened  in-service  training  and  development  of  new  occupational  skills  for  officers. 

II.  TRANSFER  AUTHORITY 

In  all  cases,  the  authority  for  personnel  transfers  rests  with  the  Chief  of  Police.  The  Personnel 
Division  will  process  all  transfer  requests,  maintain  records  of  transfer  requests,  and  issue 
transfer  orders  subject  to  the  approval  of  the  Chief  of  Police. 

III.  TYPES  OF  TRANSFERS 

A.  REQUEST  BY  OFFICER 

B.  REQUEST  BY  COMMANDING  OFFICER 

C.  BY  ORDER  OF  THE  CHIEF 
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IV.  REQUEST  BY  OFFICER 

A.  EXCEPTIONS.  All  officers  may  request  transfers  with  the  following  exceptions: 

1.  COMMISSIONED  OFFICERS.  Lieutenants,  captains  and  exempt  ranks  (e.g., 

commanders,  deputy  chiefs)  are  commissioned  officers  and  are  subject  to  transfer  by 
the  Chief  of  Police  at  any  time.  Commissioned  officers  are  not  eligible  to  submit 
transfer  requests. 

2.  PROMOTIONS/PROBATIONARY  OFFICERS.  An  officer  who  is  promoted  to 
another  rank  will  have  his/her  previous  transfer  requests  voided,  and  unless  directed  by 
the  Chief  of  Police,  the  officer  will  be  transferred  fi-om  his  /her  current  assignment. 
Probationary  officers  (regardless  of  rank)  must  complete  their  probationary  period 
before  submitting  transfer  requests. 

3.  EXEMPT  POSITIONS.  Units  reporting  directly  to  the  Chief  and  Assistant  Chief  are 
exempt  fi-om  the  transfer  policy.  Assignment  to  the  Special  Investigations  Division  and 
the  Vice,  Narcotics,  Backgrounds,  Air  Support,  Marine  Unit  and  the  Medical  Liaison 
Units  are  also  exempt." 

B.  PERSONNEL  DISTRIBUTION  REPORT.  Once  a  year  the  Department  will  publish  and 
distribute  a  Personnel  Distribution  Report.  The  report  will  show  the  number  of  personnel- 
by  rank  and  Department  seniority^  currently  assigned  to  each  unit  within  the  Department. 
The  report  will  also  Ust  the  number  of  currently  budgeted  vacancies  for  each  unit. 


'  Officers  interested  in  these  positions  are  encouraged  to  apply  to  the  Chief  of  Police  on  memorandum  (SFPD  68) 
directed  through  the  chain  of  command. 

As  used  in  this  section,  "Department  Seniority"  shall  be  based  on  the  date  of  hire,i.e.,  the  date  the  member  was 
appointed  as  a  sworn  officer. 
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C.  TRANSFER  REQUESTS.  Transfers  made  at  the  request  of  officers  (i.e.,  patrol  officers, 
inspectors  and  sergeants)  will  be  made  according  to  the  following  provisions: 

1 .  NUMBER  OF  REQUESTS 

a.  When  completing  a  Transfer  Request  (SFPD  23  A);'  patrol  officers  and  sergeants 
may  make  up  to  four  (4)  selections  for  transfer  within  the  Field  Operations,  Airport 
and/or  Administration  Bureaus  combined. 

b.  Inspectors,  when  completing  a  Transfer  Request  (SFPD  23A)  may  make  up  to  four 
(4)  selections  for  transfer  within  the  Investigations  Bureau. 

c.  Members  holding  both  the  rank  of  Inspector/Sergeant  may  make  up  to  (3)  three 
selections  for  transfer  to  the  Investigations  Bureau  (SFPD  23  A)  and  a  total  of  three 
(3)  selections  either  to  the  Airport,  Field  Operations  and/or  Administration  Bureau. 

2.  ACTIVE  REQUESTS.  Currently,  transfer  requests  remain  active  until  the  member  is 
promoted  to  another  rank  or  until  the  request  is  withdrawn  by  the  member. 

D.  TRANSFER  SENIORITY  LIST.  Each  year  the  Department  will  publish  and  distribute  a 
Transfer  Seniority  List  showing  officers  who  are  requesting  transfer  into  each  unit. 

E.  SELECTION  PROCESS.  Officers  will  be  selected  for  transfer  based  on  the  seniority  of 
their  request,  i.e.,  the  officer  with  the  oldest  request  on  file  for  the  unit  will  be  selected 
first.  The  following  is  an  exception: 

1.  TACTICAL  UNIT.  In  addifion  to  the  criteria  stated  above,  apphcants  requesting 
transfer  into  the  Tacfical  Unit  must  successfully  complete  the  Tactical  Entry  Test  and 
participate  in  an  interview  process.''  Officers  will  be  selected  for  transfer  into  the 
Tactical  Unit  based  solely  on  the  results  of  these  tests  and  interviews. 


All  applicants  will  be  tested.  Infonnation  regarding  the  Tactical  Entry  Test  and  interview  process  will  be  provided 
to  applicants  at  least  2  months  prior  to  testing. 
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F.  WAIVING  TRANSFER.  An  officer  declining  a  transfer  to  a  unit  that  he/she  has 

requested  will  be  removed  from  future  transfer  consideration  to  that  particular  unit.  No 
waivers  will  be  accepted;  however,  officers  declining  a  transfer  because  they  are 
physically  unable  to  perform  the  duties  of  the  position  due  to  pregnancy,  or  a  temporary 
illness  or  injury,  will  not  be  dropped  from  future  transfer  consideration. 

Exception:  Members  on  the  Tactical,  EOD,  Canine  and  Solo  Motorcycle  list  as  of  March 
1,1999  will  be  allowed  one  waiver. 

G.  TRADE.  Officers  in  the  Tactical,  EOD,  Canine  and  Solo  Motorcycle  units  will  be  allowed 
to  make  a  one-for-one  trade  between  FOB  and  the  Airport  Bureau,  provided  all  qualifying 
and  training  requirements  are  met  for  the  respective  units. 

H.  TRANSFER  COMMITMENT.  To  compensate  for  the  cost  of  training,  officers  transferred 
into  certain  specialized  units  may  be  required  to  remain  in  the  unit  for  a  minimum  of  three 
years. 

I.  SUBMITTING  AND  PROCESSING  TRANSFER  REQUESTS.  In  order  to  request  a 
transfer,  an  officer  must  complete  a  Transfer  Request  (SFPD  23A)  and  submit  it  to  his/her 
commanding  officer. 

1. DUTIES  OF  THE  COMMANDING  OFFICER.  The  commanding  officer  shall  approve 
or  disapprove  and  forward  the  request  to  the  Personnel  Division. 

2.  DUTIES  OF  THE  DEPUTY  CHIEF.  The  Deputy  Chief  must  approve  or  disapprove  and 
forward  the  request  to  the  Personnel  Division. 

3.  DUTIES  OF  THE  PERSONNEL  DIVISION 

a.  The  Persoimel  Division  will  return  certified  copies  of  approved  transfer  requests 
submitted  by  officers.  Officers  should  retain  a  copy  of  their  certified  transfer  request 
for  their  records. 

b.  If  a  transfer  request  is  not  approved,  the  Commanding  Officer  of  the  Personnel 
Division  shall  notify  the  officer  in  writing  and  include  the  reasons  for  disapproval. 
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V.  TRANSFER  REQUEST  BY  COMMANDING  OFFICER 


A.  CONCURRENCE  AND  APPROVAL.  Transfers  made  at  the  request  of  a 
commanding  officer  will  be  made  only  with  the  concurrence  of  the  appropriate 
deputy  chief  and  with  the  final  approval  of  the  Chief  of  Police. 

B.  INITIATING  A  TRANSFER 

1 .  OUT  OF  THE  UNIT.  Commanding  officers  wishing  to  transfer  an  officer  out 
of  their  respective  units  must  submit  a  memorandum  through  charmels  to  their 
deputy  chief  If  the  unit  reports  directly  to  the  Chief,  the  memorandum  must  be 
submitted  directly  to  the  Chief  of  Pohce. 

a.    The  memorandum  must  contain  explicit  reasons  for  the  transfer  and  provide 

necessary  documentation.  Examples  may  include: 

(1)  The  officer  has  demonstrated  an  inability  or  an  unwillingness  to  perform 
assigned  duties.  The  memorandum  must  also  describe  efforts  made  to 
improve  the  officer's  performance. 

(2)  The  officer  needs  additional  training  to  perform  his/her  assigned  duties, 
and  training  cannot  be  provided  within  the  unit. 
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DISCRIMINATION  AND  HARASSMENT 

This  order  establishes  Department  policy  with  respect  to  unlawful  discrimination 
and  harassment. 

I.  POLICY 

A.  All  members  of  the  San  Francisco  Police  Department  shall  be  treated  with 
respect  and  dignity,  and  work  in  an  enviroiunent  free  from  discrimination 
and  harassment.  To  carry  out  this  policy,  the  Department  will  provide  all 
members  with  equal  opportimity,  including,  but  not  limited  to,  equal 
opportimity  with  respect  to  the  following  terms  and  conditions  of 
employment: 

1.  Permanent  assignments;  5.    Overtime; 

2.  Assigiunents  to  specialized  units;    6.    Leaves; 

3.  Transfers;  7.    Recommendations  for  awards; 

4.  Assignments  within  luiits;  8.    Access  to  Department  facilities, 

resources,  equipment  and  training. 

B.  Nothing  in  this  order  shall  be  interpreted  to  restrict  rights  provided  imder 
federal,  state  or  local  laws,  or  in  any  applicable  Memorandum  of 
Understanding. 

C  Members  who  believe  they  are  victims  of,  or  are  witnesses  to,  any  form  of 
discrimination  or  harassment  are  urged  to  submit  a  complaint 

II.  DISCIPLINE 

A.  MEMBERS.   Any  member  who  violates  this  order  or  interferes  with  its 
implementation  shall  be  subject  to  disciplinary  action  which  may  include 
suspension  by  the  Chief,  suspension  by  the  Police  Cominission,  or 
termination  by  the  Police  Conamission. 
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B.  SUPERVISORS'  RESPONSIBILITIES.   Every  supervisor  shall  enforce  this 
order.  Tadt  approval  of  harassment  or  discrimination  by  "turriing  a  blind 
eye/'  laughing  and  treating  a  situation  as  a  joke,  failure  to  take  action,  or 
concealing  a  situation  constitutes  "negligent  supervision"  and  will  subject  the 
supervisory  officer  to  disciplinary  action.  Excuses  will  not  be  accepted  or 
tolerated  if  the  investigation  reveals  that  the  supervisor  knew  or  should  have 
known  about  the  harassment  or  discrimination. 

C  RETALIATION.   Retaliation  against  a  member  who  has  made  a  complaint  or 
assisted  in  the  initiation  of  a  complaint  or  who  has  been  involved  in  an 
investigation  or  resolution  of  a  complaint  will  not  be  tolerated  and  is  itself  a 
violation  of  this  order  and  wUl  prompt  additional  disciplinary  enhancement 
to  the  original  disciplinary  charges. 

III.     EQUAL  EMPLOYMENT  OPPORTUNITY  UNIT  (EEO) 
EDUCATION  AND  TRAINING 

A.  The  Department  recognizes  its  responsibility  to  provide  continuing  education 
and  training  to  all  members  in  the  area  of  discrimination,  harassment, 
retaliation  and  slurs. 

B.  The  Department  is  committed  to  this  responsibility  and  shall  pursue  an 
aggressive  educational  and  training  program  for  all  members  to  ensure  that 
no  member  shall  be  disa±ninated  or  retaliated  against,  harassed,  subjected  to 
slurs,  or  in  any  way  denied  fair  and  equal  treatment. 

C  To  further  prevent  harassment,  discrimination,  retaliation  and  the  use  of 
slurs  in  the  Department,  and  to  promote  and  provide  the  above  mentioned 
education  and  training,  the  Department  shall  institute  an  Equal  Employment 
Unit  (EEO  Unit).  The  duties  and  responsibilities  of  the  EEO  Unit  shall 
include,  but  are  not  limited  to: 

1.  Training  for  all  Department  personnel  in  the  prevention  of 
discrimination,  harassment  and  use  of  slurs; 

2.  Continuing  development  of  the  Equal  Employment  Program; 

3.  Informal  inquiry  and  assistance,  consultation,  counseling,  referrals  and 
mediation  with  all  members  (including  supervisory  and  command 
officers)  regarding  equal  employment  matters;  and 
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4.  Formal  investigation  of  cases  of  alleged  discrunination,  harassment 
and/or  the  use  of  slurs. 

5.  Work  site  visits  will  be  made  by  EEO  staff  members  on  a  quarterly  basis  to 
ensure  the  D-17  policy  is  being  adhered  to. 

IV.DEFINITIONS 

A.  DISCRIMINATION.    Discrimination  is  defined  as  behavior  which  gives 
preferential  treatment  to  one  group  of  persons  over  another  group,  or  one 
person  over  another,  on  the  basis  of: 

1.  Race/ color; 

Z  National  origin/ethnicity; 

3.  Sex 

•  Male  or  female 

•  Pregnancy,  childbirth  or  related  medical  condition. 

4.  .Sexual  orientation; 

5.  Religion; 

6.  Age; 

7.  Physical  or  mental  disability  or  medical  condition; 

8.  Marital  status; 

9.  Political  Affiliation  or  Beliefs;  or 

10.  Acquired  Immune  Deficiency  Syndrome  (AIDS),  Acquired  Immune 
Deficiency  Syndrome  Related  Complex  (ARC),  Human  Immimodeficiency 
Virus  Infection  (HIV  Infection)  or  any  medical  signs  or  symptoms  related 
thereto. 
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B.  HARASSMENT 

1.  Harassment  is  a  form  of  discrimination  and  is  defined  as  undue  pressure 
which  is  imposed  because  of  an  individual's  or  group's  sex  or  because  of 
any  of  the  other  categories  listed  in  Section  IV.,  A.,  1.  -  10. 

2.  SEXUAL  HARASSMENT 

a.  The  law  defines  sexual  harassment  as  unwanted  sexual  advances, 
requests  for  sexual  favors  or  visual,  verbal  or  physical  conduct  of  a 
sexual  nature  when:  (1)  submission  to  such  conduct  is  made  a  term  or 
condition  of  employment;  or  (2)  submission  to  or  rejection  of  such 
conduct  is  used  as  a  basis  for  employment  decisions  affecting  the 
individual;  or  (3)  such  conduct  has  ti\e  purpose  or  effect  of 
unreasonably  interfering  with  an  employee's  work  performance  or 
creating  an  intimidating,  hostile  or  offensive  working  environment. 

b.  This  definition  includes  many  forms  of  offensive  behavior.   The 
following  is  a  partial  list 

-i.    Unwanted  sexual  advances,  propositioris  or  requests  for  sexual 
favors; 

ii.  Offering  employment  benefits  in  exchange  for  sexual  favors; 

iii.  Making  or  threatening  reprisals  after  a  negative  response  to  sexual 
advances; 

iv.  Visual  conduct  —  leering,  making  sexual  gestures,  displaying  or 
referencing  sexually  suggestive  objects,  pictures,  cartoons,  posters, 
drawings,  letters,  posters  or  graffiti; 

V.  Verbal  conduct  -  making  or  using  sexually  derogatory  comments, 
innuendos,  epithets,  slurs,  sexually  explicit  jokes,  suggestive 
comments  about  a  member's  body  or  dress,  sexually  degrading 
words,  or  suggestive  or  obscene  letters,  notes  or  invitations; 

vi.  Physical  conduct  —  im wanted  touching,  assault,  impeding  or 
blocking  movement,  sexual  gestures,  physical  interference  with 
normal  work  or  movement. 
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c    It  is  unlawful  for  males  to  sexually  harass  females  or  other  males,  aixd 
for  females  to  sexually  harass  males  or  other  females.   Sexual 
harassment  on  the  job  is  unlawful  whether  it  involves  co-worker 
harassment  by  a  supervisor  or  manager,  or  by  persons  doing  business 
with  or  for  the  Department. 

d.   Members  in  supervisory  positions  shall  not  explicitly  or  implicitly 
demand  sexual  favors  from  a  subordinate  in  exchange  for  tangible  job 
benefits.   Thus,  supervisory  members  may  not  threaten  or  insinuate 
that  a  refusal  to  provide  sexual  favors  will  result  in  reprisals,  such  as 
withholding  support  for  appointments,  assignments,  promotions, 
traiisfers,  etc. 

OTHER  HARASSMENT.   Although  only  sexual  harassment  has  been 
defined  in  detail  above,  the  law  and  Department  policy  also  prohibit 
harassment  on  the  basis  of  an  individual's  or  group's  race,  color,  national 
origin,  ethiucity,  pregnancy,  childbirth  or  related  medical  condition,  sexual 
orientation,  religion,  age,  physical  or  mental  disability,  medical  condition, 
marital  status,  political  affiliation  or  belief,  having  AIDS,  ARC,  HIV 
infection  or  any  signs  or  symptoms  thereof.   Therefore,  harassment 
(including  verbal,  visual  and  physical  conduct)  on  any  of  these  bases  is 
also  prohibited. 


C  SLURS 


It  is  the  policy  of  the  Department  to  treat  all  persons  equally  and 
respectfully  and  to  refrain  from  the  willful  or  negligent  use  of  slurs  against 
any  person  on  the  basis  of  race,  color,  national  origin,  ethnicity,  sex, 
pregnancy,  childbirth  or  related  medical  condition,  sexual  orientation, 
religion,  physical  or  mental  disability,  age,  medical  condition,  marital 
status,  political  affiliation  or  beliefs,  AIDS,  ARC  or  HTV  infection  or  signs 
or  symptoms  thereof. 

A  slur,  as  used  in  this  policy,  is  a  word  or  combination  of  words  that  by  its 
(their)  very  utterance  inflicts  injury,  offers  little  opportunity  for  response, 
appeals  not  to  rational  faculties,  or  is  an  unessential  or  gratuitous  part  of 
any  exposition  of  fact  of  opinion. 
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3.  All  persons  are  entitled  by  law  to  the  right  of  equal  treatment  and  respect. 
Slurs  deprive  members  of  the  protected  groups  of  this  right  by  holding 
them  up  to  public  contempt,  ridicule,  shame  and  disgrace  and  causing 
them  to  be  shunned,  avoided  or  injured  in  their  occupation.   By 
promoting  ill  will  and  rancor,  slurs  diminish  peace  and  order. 

4.  The  lise  of  such  slurs  by  members  will  be  considered  by  the  Department  as 
prima  fade  evidence  of  the  lack  of  competence  of  said  member.  Evidence 
of  usage  of  such  slurs  shall  be  entered  in  job  performance  evaluations  and 
shall  be  considered  in  evaluating  the  fitness  of  members. 

D.  RETALIATION 

1.   Retaliation  is  also  prohibited  and  itself  constitutes  discrimination  and /or 
harassment.   Regardless  of  raiUc,  no  member  may  retaliate  or  threaten  to 
retaliate  against  an  applicant  or  another  member  who: 

a.  Complained  of  discrimination,  harassment  and /or  the  use  of  slurs; 

b.  Testified  on  behalf  of,  and/or  in  support  of,  a  person  who  complained 
-of  discrimination,  harassment  and/or  the  lise  of  slurs; 

c    Advised  any  applicant  or  member  or  assisted  or  participated  in  any 
manner  in  any  investigation,  proceeding  or  hearing  concerning  a 
person  who  complained  of  discrimination,  harassment  or  slurs. 

V.  UNLAWFUL  PRACTICES 

A.  GENERAL.   Discrimination  or  retaliation  against,  harassment  of,  and /or  the 
use  of  slurs  against  any  applicant  or  member  based  on  any  non-merit  factor 
Usted  in  Section  IV.,  A.,  1.  - 10.  is  prohibited  and  wiU  not  be  tolerated.  It  is 
prohibited  to  discriminate,  harass,  and /or  use  slurs  against  a  person  in  any 
area  including  but  not  limited  to  the  following  areas: 

1.  Recruitment 

2.  Examination 

3.  Appointment 
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4.  Training 

5.  Retention 

6.  Promotion 

7.  Discipline 

8.  Layoffs /Termination 

9.  Officer  Safety 

10.  Equal  facilities  and  equipment 

11.  Any  other  aspect  of  persormel  administration 
B.  SPECinC  MEMBER  CONDUCT 

1.  Members  shall  not  engage  in  discrimination  as  defined  in  Section  IV,  A., 
1.  - 10. 

2.  Members  shall  not  engage  in  sexual  harassment  as  defined  in  Section  IV., 
B.I.,  B.2.,  a.  -  d. 

3.  Members  shall  not  engage  in  any  other  imlawful  harassment  as  defined  in 
Section  IV.,  B.,  1.  and  B.,  3. 

4.  Members  shall  not  willfully  or  negligently  use  slurs  as  defined  in  Section 
IV.,  C,  1.-4. 

5.  Members  shall  not  threaten  or  engage  in  retaliation  as  defined  in  Section 
IV.,  D. 

C  SPECmC  SUPERVISORY  OFHCERS'  CONDUCT 

1.   When  a  violation  of  this  policy  is  reported,  an  investigation  shall  be 
conducted  to  determine  whether  there  was,  or  should  have  been, 
knowledge  on  the  part  of  any  supervisory  officer  ,  and  whether  the 
supervisory  officer  failed  to  take  immediate  and  appropriate  corrective 
action. 
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2.   Negligent  supervision,  tadt  approval  of  harassment,  discrimination, 
retaliation  and /or  slurs  by  "turning  a  blind  eye,"  laughing  and  treating  a 
situation  as  a  joke,  failing  to  take  appropriate  action  or  concealing  a 
situation,  will  subject  the  supervisory  officer  involved  to  disciplinary 
action.  Excuses  to  evade  responsibility  will  not  be  accepted  or  tolerated  if 
the  investigation  reveals  that  the  supervisor  knew  or  should  have  known 
about  the  situation. 

D.  EXCEFnONS 

1.  It  shall  not  be  unlawfully  discriminatory  or  harassing  to  follow  a  seniority 
system  as  long  as  that  system  is  a  bona  fide  one  and  not  designed  to 
circumvent  or  evade  this  policy. 

2.  It  shall  not  be  discriniinatory  or  harassing  to  select,  assign,  or  reject  a 
person  for  employment  or  assignment  based  upon  a  bona  fide 
occupational  qualification,  career  development,  or  organizational 
necessity  which  can  be  articulated  and  is  not  designed  to  circumvent  or 
evade  this  policy. 

VI.  PROCEDURES 

A.  INmATING  A  COMPLAINT 

1.  You  may  submit  a  complaint  verbally  or  in  writing,  and  may  also  include 
a  suggested  method  of  resolution. 

2.  You  may  choose  a  formal  or  informal  investigation,  and  may  also  choose 
to  submit  the  complaint  intemaUy  or  externally  in  one  or  more  of  the 
following  ways: 

a.    INTERNALLY 

i.    Through  the  chain  of  command. 

ii.  To  any  supervisory  officer  (outside  the  chain  of  command). 

iii.  To  the  Department's  Affirmative  Action  Officer. 

iv.  To  the  Department  Equal  Employment  Opportunity  Unit. 
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b.    EXTERNALLY 


i.    To  the  Equal  Employment  Opportunity  Unit  of  the  Civil  Service 
Commission. 

ii.  The  California  Department  of  Fair  Employment  and  Housing. 

iii.  The  Federal  Equal  Employment  Opportunity  Conunission. 

iv.  The  Auditor /Monitor's  Office. 

V.  To  any  other  dty,  state  or  federal  agency  which  receives  such  types 
of  complaints. 

B.  FILING  DEADUNES 

1.  Internal  Complaints.  You  must  submit  an  internal  complaint  as  soon  as 
possible  after  the  alleged  incident  occurred,  or  as  soon  as  possible  after 
becoming  aware  of  the  violation.  In  either  case,  you  must  submit  your 
internal  complaint  within  one  year  after  the  alleged  incident  occurred. 

2.  External  Complaints.  Individual  members  are  responsible  for  checking 
with  selected  outside  agencies  to  determine  the  current  filing  deadlines. 
At  this  time,  deadlines  for  filing  complaints  with  outside  agencies  are  as 
follows: 

a.  EEO  Unit  of  the  San  Frandsco  Civil  Service  Commission:  Thirty  (30) 
days  from  the  date  of  the  alleged  act(s)  of  discrimination  or  harassment. 

b.  California  Department  of  Fair  Employment  and  Housing  (DFEH)  -  one 
(1)  year  from  the  date  of  the  alleged  act(s)  of  discrimination  or 
harassment. 

C  INVESTIGATIVE  DEADLINES 

1.   In  order  to  facilitate  a  timely  condusion  for  all  members  involved  in  an 
EEO  investigation,  the  EEO  Unit  is  obligated  to  complete  the  case  within 
180  days  after  assignment  to  an  investigation.   Completion  is  established 
by  presentation  of  the  case  to  the  Chief  of  Police  with  findings,  condusions 
and  recommendations. 
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2.  If  for  any  reason  the  180-day  limit  will  not  be  achieved,  the  EEO  Unit  shall 
notify  the  Police  Commission  and  provide  the  reasons  for  a  delay  in  the 
investigation. 

3.  In  addition  to  notifying  the  Commission,  the  EEO  Unit  shall  notify  the 
complainant  and  respondent  of  the  delay  to  allow  either  party  the 
opportunity  to  address  the  Commission. 

D.  COMPLAINT  PROCESS 

1.    DUTIES  OF  COMMAND  OFHCBRS  AND  OTHER  SUPERVISORS 

a.  When  receiving  a  discrimination,  harassment,  retaliation,  or  slur 
complaint  from  any  source,  review  this  order  with  the  offended 
member  and  explain  all  the  options  for  filing  a  complaint. 

b.  When  hearsay  or  anonymous  information  comes  to  the  attention  of 
any  supervisor  or  command  officer,  there  is  a  responsibility  to 
investigate  and  take  action  when  violations  of  this  order  have 
occurred. 

c    Prepare  the  complaint  on  Department  Memorandum  and  maintain 
the  confidentiality  of  the  complaint  and  complainant.   The 
memorandum  must  include  the  following  information: 

i.    Name  of  complainant  (uidess  refused). 

ii.  The  basis  of  the  complaint,  i.e.,  race,  sex,  religion,  etc 

iii.  Complete  details,  including  aU  allegations,  dates,  circumstances,  the 
names  of  all  persons  involved,  and  the  names  of  all  witnesses. 

iv.  Whether  the  complainant  requests  an  informal  or  formal 
investigation,  or  requests  that  no  action  be  taken. 

d.  Collect,  preserve,  and  photograph  (if  necessary)  any  evidence  related  to 
the  incident.   Do  not  conduct  interviews  of  v^tnesses  at  this  time. 
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e.  Forward  the  memorandum  and  any  evidence  to  the  Affirmative 
Action  Officer  in  a  sealed  envelope  dearly  marked  "Confidential"  by 
the  end  of  your  tour  of  duty. 

f.  The  Affirmative  Action  Officer  is  responsible  for: 
i.    Reviewing  the  confidential  memorandum; 

ii.  Directing  the  complaint  to  the  EEO  Unit  if  the  complaint  is  formal, 
or  to  the  lonit  of  origin  if  the  complaint  is  to  be  handled  informally. 

iii.  Maintaining  the  confidentiality  of  the  complaint. 
VII.    DUTIES  OF  THE  AFFIRMATIVE  ACTION  OFFICER 

A.  Review  the  complaint  and  any  evidence,  enter  the  case  into  a  chronological 
log  and  notify  the  Chief  of  Police  within  3  days  of  receipt  of  the  complaint. 
The  complaint  and  any  evidence  must  remain  confidential. 

B.  Informal  Investigations.   If  the  member  requests  an  informal  investigation, 
notify  the  EEO  Unit  or  the  commanding  officer  of  the  unit  the  complaint 
originated  from  and  forward  the  complaint  to  him/her.   If  the  commanding 
officer  is  the  offending  party,  refer  the  matter  to  the  commanding  officer's 
supervisor  for  investigation  and  resolution. 

1.  Direct  the  EEO  Unit  or  the  commanding  officer  (or  his/her  supervisor,  if 
applicable)  to  investigate  the  incident,  take  appropriate  action  and  resolve 
the  complaint.  Also  ensure  that  he/she  responds  by  confidential 
memorandum  indicating  the  action  taken  to  resolve  the  complaint. 

2.  Inform  the  complainant  of  the  action  taken  and  determine  if  the 
resolution  is  satisfactory  or  if  further  action  is  necessary. 

3.  If  the  complainant  approves  the  resolution,  obtain  the  complainant's 
signature  on  the  memorandum. 

4.  If  the  complainant  does  not  approve  of  the  informal  resolution,  advise  the 
member  that  he/she  may  request  a  formal  investigation  within  or  outside 
of  the  Department. 
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C  Formal  Investigation.  If  the  member  requests  a  formal  investigation,  forward 
the  complaint  to  the  EEO  Unit.   After  concluding  the  investigation,  the  EEO 
Unit  shall  make  a  recommendation  which  may  include,  but  is  not  limited  to, 
counseling,  retraining,  education,  mediation  or  discipline  (including 
termination).    The  Affirmative  Action  Officer  will  also: 

1.  Review  the  findings  of  all  investigations  and  make  recommendations  to 
the  Chief  of  Police.  The  Chief  shall  take  action  pursuant  to  Civil  Service 
Rules  and  Department  disciplinary  policy. 

2.  Notify  the  complainant  in  writing  of  the  disposition  of  the  case. 
D.  OTHER  DUTIES  OF  THE  AFFIRMATIVE  ACTION  OFHCER 

1.  Maintain  a  chronological  log  of  each  discrimination  or  harassment 
complaint. 

2.  Compile  and  maintain  statistics  of  all  discrimination,  harassment, 
retaliation  or  slur  violations  and  complaints.   The  statistical  data  shall 
include,  but  not  be  limited  to: 

a.  Nunaber  of  violations  and  complaints. 

b.  Origination  of  complaints  by  station  or  unit 

c  Number  of  formal  and  informal  investigations. 

d.  Number  of  complaints  filed  internally. 

e.  Nimiber  of  complaints  filed  through  outside  agencies. 

f.  Status  of  all  complaints. 

E  Monitor  statistics  to  determine  if  there  are  patterns  of  discrimination, 

harassment,  retaliation,  and /or  slurs  within  various  units  of  the  Department 
and  recommend  appropriate  action  to  the  Chief  of  Police. 

F.  Report  all  statistics  regarding   discrimination,  harassment,  retaliation,  and 
slurs  complaints  to  the  Chief  of  Police  on  a  quarterly  and  cumulative  basis. 

G.  Submit  monthly  reports  to  the  Commission  on  the  Status  of  Women  in 
accordance  with  Qty  Ordinance  64-92,  which  shall  include  the  number,  cost, 
and  status  of  all  formal  and  informal  disaimination  complaints  filed  by 
women  employees  of  the  Department. 
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Vni.  DUTIES  OF  THE  CHIEF  OF  POLICE 


A.  Report  all  statistics  on  discrimination,  harassment,  retaliation,  or  slurs  to  the 
Police  Commission  on  a  quarterly  and  cumulative  basis. 

B.  Within  5  days  of  being  notified  of  an  harassment  complaint  (including  sexual 
harassment),  notify  the  EEO  Unit  of  the  Civil  Service  Commission  by 
memorandum  that  a  complaint  has  been  made  and  the  matter  has  been 
resolved  or  is  under  investigation. 

C.  Upon  the  conclusion  of  the  EEO  investigation,  the  Chief  of  Police,  within 
thirty  (30)  days,  shall  make  a  disciplinary  decision,  schedvile  the  matter  for  a 
chief's  hearing,  or  after  notification  place  the  matter  on  the  Police 
Commission  agenda  to  set  a  date  for  hearing  by  the  Commission  unless 
further  investigation  is  necessary.  All  hearings  shall  be  held  in  a  timely 
manner. 
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San  Fiandsco  Police  Department  J.  1 .  U  O 

GENERAL   ORDER 08/10/94 

GROOMING  STANDARDS 

This  order  establishes  policy  regarding  grooming,  including  standards  for  hair 
length  for  male  and  female  officers. 

I.  POUCY 

A.  MALE  OFHCERS 

1.  Male  officers  shall  be  clean  shaven  with  sideburns  neatly  trimmed  when 
reporting  for  duty.  Mustaches  may  be  worn,  but  shall  not  extend  more 
than  one-quarter  (1/4)  inch  beyond  the  comers  of  the  mouth  or  below  a 
line  horizontal  with  the  comers  of  the  mouth  more  than  one-qxiarter  (1/4) 
inch.  Sideburns  must  be  neatly  trimmed  and  not  exceed  one  (1)  inch  in 
width  or  extend  below  the  bottom  of  the  ear  lobe  and  shall  end  with  a 
clean  shaven  horizontal  line. 

2.  Hair  shall  be  neat,  clean,  trimmed  and  present  a  groomed  appearance;  hair 
shall  not  touch  the  collar  except  for  the  closely  cut  hair  at  the  back  of  the 

.neck.  Side  hair  shall  be  trimmed  to  conform  to  the  contour  of  head. 
Moderate  '"Afro"  type  haircuts  are  permitted  if  they  qualify  within  the 
limits  described  above.  Beards,  goatees,  or  other  facial  hair  shall  not  be 
permitted. 

B.  FEMALE  OFHCERS 

1.   Female  officers'  hair  shall  be  dean,  trimmed  and  present  a  groomed 
appearance.  While  in  miiform,  hair  shall  be  worn  so  that  it  does  not 
extend  below  the  bottom  of  the  collar.  Hair  styles  that  prevent  the  wearing 
of  the  uniform  cap  in  the  acceptable  maruier  are  not  permitted.  No 
decoration  shall  be  wom  in  the  hair. 

C  WEAIONG  OF  JEWELRY  AND  ORNAMENTS.  See  DGO  10.02,  Equipment 


San  Francisco  Police  Department  l.±»\JZ/ 

GENERAL   ORDER  os/iom 

EMPLOYEE  ASSISTANCE  PROGRAM/STRESS  UNIT 

I.  POUCY 

A.  PURPOSE.  It  is  the  policy  of  the  San  Francisco  Police  Department  to  maintain 
the  Employee  Assistance  Program  (EAP)  and  Stress  Unit  for  the  purpose  of 
providing  confidential  services  to  members  and  their  families  in  dealing  with 
job-related  and  personal  problems. 

B.  COUNSELING.  Staff  are  trained  to  assess  problems  and  counsel  the 
individual  and,  when  necessary,  refer  to  appropriate  professional  resoiurces. 
The  Stress  Unit  specializes  in  issues  dealing  with  substance  abuse  and 
maintains  a  liaison  with  community  treatment  facilities. 

C  RESOURCES  TO  SUPERVISORS.  The  Employee  Assistance  Program  and  the 
Stress  Unit  are  resources  available  to  supervisors  when  dealing  with  a 
subordinate  who  is  experiencing  a  personal  or  job-related  problenL 

D.  CONFIDENTIALITY.  Staff  members  will  maintain  strict  confidentiality  as 
mandated  by  law.  In  matters  of  substance  abuse,  staff  members  shall 
maintain  the  confidentiality  of  the  client  as  required  by  federal  law. 

E  COORDINATION/COMMUNITY  RESOURCES.  It  is  the  responsibiUty  of  the 
EAP  to  coordinate  the  Peer  Support  Program,  the  Psychological  Professional 
Group,  and  other  support  resoiurces.  The  EAP  will  also  identify  community 
resoxirces  and  maintain  liaison  with  other  City  departments'  Employee 
Assistance  Programs. 

II.  PROCEDURES 

A.  CONTACTING  THE  EAP  OR  THE  STRESS  UNIT.    To  contact  the  Employee 
Assistance  Program  or  the  Stress  Unit  during  business  hours,  telephone  the 
imit  directly.   Telephone  numbers  will  be  listed  in  the  Department  Telephone 
Directory.  After  business  hours,  call  the  Operations  Center. 
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San  Francisco  Police  Department  11.10 

GENERAL  ORDER  Rev.  10/01/97 

^____ Eff.  10/15/97 


PHYSICAL  FITNESS  AND  WELLNESS  EVALUATION  PROGRAM 


This  order  establishes  poHcy  for  the  implementation  of  a  physical  fitness  and  wellness  evaluation 
program  administered  by  the  Department  Physical  Fitness  Coordinator. 

I.    POLICY 

A.  The  San  Francisco  Police  Department  encourages  officer  to  keep  themselves 
physically  fit.  Officers  are  encouraged  to  participate  in  an  ongoing  regimen  of 
exercise  and  healthy  diet.  For  this  reason,  the  Department  has  begun  a  fitness  and 
wellness  evaluation  program  designed  to  assist  officers  to  increase  their  awareness 
of  the  benefits  of  cardiovascular  and  physical  fitness. 

B.  All  officers  are  encouraged  to  participate.  Officers  appointed  after  07/01/94  shall 
appear  every  six  months  for  evaluation  and  testing  by  the  Physical  Fitness 
Coordinator. 

Appearance  schedule  shall  be  determined  by  officer's  star  number: 

Star  numbers  1  -   400:  January/July 

"         "  401-    800:  February/August 

801-1200:  March/September 

"         "  1201-1600:  April/October 

1601-2000:  May/November 

2001-2400:  June/December 

Members  over  40  years  of  age  participating  for  the  first  time  need  a  doctor's  waiver. 
The  form  can  be  obtained  from  the  Physical  Fitness  Coordinator  at  the  Academy. 

Officers  who  are  unable  to  participate  in  the  program,  may  be  excused  on  a  case-by- 
case  basis  by  the  Physical  Fitness  Coordinator,  in  consultation  with  the  Police 
Physician. 
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C.  DUTIES  OF  THE  PHYSICAL  FITNESS  COORDINATOR 

The  Physical  Fitness  Coordinator  shall  be  responsible  for  the  implementation  of  the 
program,  including  the  following: 

1.  TESTING.  Test  the  relative  fitness  of  the  officers  in  the  following  areas: 

a.  Flexibility 

b.  Muscular  strength 

c.  Muscular  endurance 

d.  Body  composition 

e.  Cardiovascular  evaluation 

f.  Blood  pressure 

2.  INDIvroUAL  PROGRAMS.  Develop  individual  programs  to  assist  officers  in 
improving  their  physical  fitness  or  wellness. 

3.  RECORDS/NOTIFICATION.  Maintain  a  record  of  each  officer's  evaluation  and 
participation  in  the  program.  Notify  commanding  officers  of  failures  to  appear. 

D.  COMPENSATION 

Compensation  will  be  determined  by  the  current  Memorandum  of  Understanding. 
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San  Francisco  Police  Department  X J..J.J. 

GENERAL   ORDER 07/12/95 

EVALUATION  AND  REHABILITATION  PROGRAM 

This  order  describes  the  Department's  Evaluation  and  Rehabilitation  Program,  an 
alcohol  abuse  program  that  may  be  offered  to  members  in  appropriate  cases  to  serve 
either  in  lieu  of  or  in  conjunction  with  discipline.  This  order  does  not  supersede 
the  disciplinary  action  prescribed  in  Department  General  Order  2.02,  Alcohol  Use  by 
Members. 

I.   POUCY 

A.  DISCIPLINARY  POUCY 

It  is  the  policy  of  the  San  Francisco  Police  Department  that  the  Police 
Commission  may  offer  participation  in  the  Evaluation  and  Rehabilitation 
Program  to  serve  in  conjimction  with  or  in  lieu  of  a  disciplinary  suspension 
or  termination.  The  Chief  of  Police  may  also  offer  participation  in  the 
Evaluation  and  Rehabilitation  Program  to  serve  in  lieu  of  or  in  conjtmction 
with  a  Chiefs  disciplinary  suspension. 

B.  PROGRAM  ADMINISTRATOR 

The  Commanding  Officer  of  the  Personnel  Division  shall  be  designated  as  the 
Program  Administrator  for  the  Evaluation  and  Rehabilitation  Program.  The 
Program  Administrator  shall  administer  the  program,  oversee  members' 
participation,  and  report  periodically  to  the  Police  Commission  and  the  Chief 
of  Police  as  appropriate  on  members'  compliance.  A  health  professional,  who 
is  skilled  in  the  evaluation  and  treatment  of  alcohol  abuse,  will  be  selected  by 
the  Department  to  provide  technical  assistance  and  advice. 

C  ELIGIBILITY  ASSESSMENT 

L   To  participate  in  the  Evaluation  and  Rehabilitation  Program,  a  member 
must  acknowledge  a  need  for  help  and  undergo  an  eligibility  assessment 
to  determine  his/her  suitability.  As  part  of  this  assessment,  the  member 
may  be  referred  to  a  physician  designated  by  the  Department  for  a 
thorough  medical  evaluation.  This  evaluation,  including  physician  fees 
and  laboratory  costs,  shall  be  paid  by  the  member. 
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2.  The  Program  Administrator  will  then  review  the  member's  personnel  file 
and  other  relevant  documents  along  with  any  medical  reports  to 
determine  the  member's  suitability. 

3.  If  the  member  is  suitable  for  participation  in  the  program,  the  Program 
Administrator  will  develop  a  specific  treatment  plan. 

D.  MEMBER'S  RESPONSIBILITIES.  A  member  must  agree  in  writing  to  fully 
comply  with  all  aspects  of  his/her  specific  treatment  plan  which  may  include 
individual  therapy,  AA  meetings,  etc.  In  addition,  a  member  may  be  required 
to  participate  in  a  follow-up  program  for  up  to  18  months. 
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RETURN  TO  WORKVREASONABLE  ACCOMMODATION 

This  order  describes  the  Department's  poUcies  and  procedures  for  sworn  members  of  the 
Department  who  are  temporarily  or  permanently  disabled.  This  order  supersedes  Information 

Bulletin  #86-133. 

I.    INTRODUCTION 

A.  This  department  is  charged  with  the  duty  to  protect  life  and  property,  to  maintain 
the  peace,  to  prevent  crime,  to  enforce  criminal  laws  and  ordinances.  These  duties 
are  best  accomplished  when  aU  members  are  capable  of  performing  their  full  duties. 
AdditionaUy,  the  department's  staffing  has  been  impacted  by  the  recent  amendment 
to  the  Charter  regarding  minimum  staffmg  of  the  department 

B.  This  policy  has  two  parts.  First,  it  outlines  the  return  to  work  program  of  modified 
assignments  for  members  who  are  temporarily  injured  or  iU.  Second,  it  describes 
the  procedure  for  seeking  accommodation  for  members  who  have  been  permanently 
disabled  from  performing  the  essential  functions  of  their  positions,  consistent  with 
State  and  Federal  disabilities  laws  including  the  Americans  with  Disabilities  Act  and 
the  Fair  Employment  and  Housing  Act 

n.  RETURN  TO  WORK  POLICY 

The  Return  to  Work  program  allows  sworn  members  who  have  been  injured  on  the 
job,  but  who  are  able  to  provide  services,  to  work  within  their  capabilities  in  temporary 
modified  work  assignments  as  an  alternative  to  being  on  leave  during  recovery  from  a 
temporary  disability. 

A.  ELIGIBILITY  FOR  MODIFIED  ASSIGNMENTS 

1 .    With  the  approval  of  the  Chief  of  Police  or  his  or  her  designee,  a  member  who 

sustains  an  injury  or  ilhiess  on  the  job  and  who  is  thereby  limited  from  performing  the 
essential  functions  of  his  or  her  regular  assignment  may  be  provided  a  modified  work 
assignment. 
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2.    At  the  discretion  of  the  Chief  of  Police,  modified  work  assignments  may  be 

offered  to  members  whose  temporary  disabling  condition  was  not  industrial  in  nature. 

B.  RULES  GOVERNING  MODIFIED  WORK  ASSIGNMENTS 

1 .  Modified  work  assigimients  are  temporary  assignments  within  the  department  that 
can  be  performed  by  officers  who  temporarily  cannot  perform  the  essential  fiinctions 
of  their  regular  assignment. 

2.  Modified  work  assignments  available  to  members  will  be  subject  to  the  following 
limitations: 

a.  Details  to  district  stations.  Members  will  not  be  placed  at  district  stations  unless 
otherwise  authorized  by  the  Deputy  Chief  of  Administration,  and  approved  by  the 
Chief  of  Pohce.  These  details  shall  be  no  longer  than  30  days. 

b.  Overtime.  Members  in  modified  work  assignments  shall  be  eligible  for  overtime 
assignments,  including  but  not  hmited  to  PLES  overtime,  as  long  as  such 
assignments  are  consistent  with  the  member's  medical  restrictions.  Disputes 
about  this  issue  will  be  submitted  to  the  Deputy  Chief  of  Administration  for 
determination. 

c.  Transfers.  Any  involuntary  transfer  or  reassignment  shall  require  72  hours  notice, 
absent  an  emergency. 

3.  No  sworn  member  shall  be  given  a  modified  work  assignment  in  a  budgeted 
non-sworn  position,  except  on  a  temporary  basis. 

C.  PROCESS  FOR  RECEIVING  A  MODIFIED  WORK  ASSIGNMENT 

1 .  The  Department  receives  (1)  notification  fi-om  Workers'  Compensation  Division 
that  a  member  with  an  industrial  injury  may  return  to  work  in  a  modified  capacity,  or 
(2)  a  memorandum  fi-om  an  officer  with  a  nonindustrial  injury  requesting  return  to 
work  in  a  modified  capacity. 

2.  The  member's  medical  work  restrictions  are  reviewed  at  the  Staff  Services  Division, 
which  shall  compare  the  limitation(s)  placed  on  the  member  by  his  or  her  treating 
physician  with  available  modified  work  assignments. 
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3.  As  to  industrial  injury,  questions  regarding  a  member's  ability  to  perform  (1 )  the  full 
duties  of  a  member's  regular  assignment,  or  (2)  modified  duties,  the  department  shall 
contact  the  member's  treating  physician  for  clarification.  If  there  is  a  dispute  over  this 
issue,  a  final  determination  will  be  made  in  accordance  with  Workers'  Compensation 
Rules. 

4.  The  Deputy  Chief  of  Administration  may  make  a  recommendation  for  a  modified 
work  assignment  to  the  Chief  of  Police.  The  Chief  of  Police  shall  make  die  final 
decision  regarding  the  availabihty  of  a  modified  work  assignment  based  on  the 
member's  medical  restrictions  and  the  personnel  needs  of  the  department.  His 
decision  shall  also  take  into  consideration  the  member's  job  skills,  job  quahfications, 
training,  experience,  and  seniority. 

D.  DURATION  OF  MODIFIED  ASSIGNMENTS 

DURATION.  Modified  work  assignments  shall  be  limited  in  duration.  At  the  end  of  30 
days  of  a  modified  work  assigjmient,  or  earUer  if  warranted,  a  member  shall  be 
reviewed  to  determine  whether  the  member  will  be  able  to  retiim  to  his  or  her  regular 
assignment.  If  the  modified  assignment  extends  beyond  30  days,  the  member's  status  will 
be  reviewed  every  30  days  up  to  one  year. 

m.  PERMANENT  DISABILITY  EVALUATION  /  ACCOMMODATION 

A.  Members  may  request  permanent  accommodation  when  they  have  a  physical  or  mental 
impairment  that  substantially  limits  one  or  more  major  life  activities.  This  impairment 
may  or  may  not  be  as  a  result  of  a  work-related  incident. 

B.  Where  a  member  has  sustained  an  injury  or  illness  on  the  job  and  has  been  performing  in 
a  modified  duty  assignment,  the  following  procedures  shall  apply: 

1 .  EVALUATION.  After  365  days  on  modified  work  assigimient,  or  earher  if  (a)  the 
member  has  made  a  request  for  permanent  accommodation  or  (b)  the  circumstances 
dictate,  the  member's  treating  physician  and  the  police  department  shall  medically 
evaluate  the  member  to  determine  whether  he  or  she  will  be  able  to  return  to  his  or 
her  regular  assignment. 

2.  After  365  days,  as  set  forth  in  Section  HI.,  B.,  1 .,  a  member  shall  either  return  to  his 
or  her  regular  assigiunent,  request  a  reasonable  accommodation,  or  request  a 
recommendation  for  disability  retirement. 
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C.  To  request  a  reasonable  accommodation,  a  member  shall  complete  a  request  for 
accommodation  form  and  a  medical  release.  Upon  completion,  these  forms  shall  be 
submitted  to  the  Commanding  Officer  of  the  Staff  Services  Division. 

D.  TheDuty  Evaluation  Conmiittee  shall  be  composed  of  the  following  members:  the 
Deputy  Chief  of  Administration  Bureau  (Chair),  the  Commanding  Officer  of  the  Staff 
Services  Division,  the  Personnel  Sergeant,  the  Police  Physician,  the  Department's  ADA 
Coordinator,  and  a  representative  of  the  POA  (non- voting). 

E.  A  designee  of  the  Committee  shall  consult  with  a  member  who  has  requested 
accommodation  to  discuss  the  member's  physical  limitations,  work  abilities,  and  potential 
accommodations. 

F.  The  Committee  shall  convene  within  a  reasonable  time  after  a  request  for  accommodation 
has  been  received  but  no  later  than  30  days  following  receipt.  At  the  meeting,  the  officer 
requesting  accommodation  is  entitled  to  be  represented  by  the  Pohce  Officers' 
Association  or  any  other  representative  chosen  by  the  officer.  The  Committee  shall 
consider  the  following: 

1.  The  nature,  extent  and  seriousness  of  the  member's  disability,  i.e.,  whether  the 
member  has  a  condition  which  is  permanent  and  which  substantially  limits  one  or 
more  major  hfe  activities. 

The  Committee  shall  consider,  if  available,  a  member's  Workers'  Compensation 
disabihty  rating.  Generally,  the  Committee  will  require  a  disabiUty  to  be  rated  or 
rateable  at  50%  or  more  imder  the  Workers'  Compensation  Appeals  Board's 
permanent  disability  rating  standards.  The  rating,  however,  is  not  dispositive. 
Members  with  disabihties  rated  at  less  than  50%  also  may  be  considered  for 
accommodation  based  upon  a  review  of  the  officer's  medical  information. 

2.  Whether  the  member,  with  reasonable  accommodation,  could  perform  the  essential 
fimctions  of  his  or  her  classification,  including  through  such  methods  as  restructuring 
nonessential  functions,  or  other  means  which  do  not  pose  an  imdue  hardship  to  the 
department  or  pose  a  direct  threat  to  the  health  or  safety  of  the  members  and  others. 

3.  When  a  member  cannot  be  accommodated  to  perform  the  essential  job  functions  of 
his  or  her  classification,  the  Committee  will  review  vacant  modified  duty  positions. 
The  department  has  identified  a  specified  number  of  positions  for  members  who  are 
being  accommodated.  The  availabihty  of  these  positions  is  subject  to  review  for 
business  necessity. 
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4.    Such  other  and  additional  factors  as  may  be  relevant  under  the  Americans  with 
Disabilities  Act  and  other  disabiUty  discrimination  laws. 

G.  Based  on  all  of  the  above,  the  Duty  Evaluation  Committee  shall  make  a  recommendation 
regarding  accommodation  and  shall  communicate  that  recommendation  to  the  member  in 
a  timely  fashion. 

H.  Review.  If  the  member  disagrees  with  the  recommendation  of  the  Duty  Evaluation 
Committee,  the  member  may  request  a  review  of  the  Committee's  findings  and 
recommendations  by  the  Chief  of  Police.  The  member  may  request  a  review  of  the    . 
Chiefs  decision  by  the  Police  Commission. 

I.    Where  the  Committee  determines  that  a  member  carmot  be  accommodated, 
the  Committee  shall  offer  to  refer  the  member  for  a  disability  retirement. 

J.    Reassignment  Pending  Retirement.  If  the  Committee  determines  that  a  member  should 
be  referred  to  disabihty  retirement,  the  member  may  be  placed  in  a  temporary  assignment 
pending  separation,  and  shall  be  referred  to  the  Retirement  Board  for  disabiUty 
retirement. 

K.  No  sworn  member  shall  be  granted  an  accommodation  in  a  budgeted  non-sworn  position, 
except  on  a  temporary  basis  when  vacancies  cannot  be  immediately  filled. 
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Counseling 

defined,  DGO  3.19,  2 
factors,  DGO  3.19,  4 
initial  session,  DGO  3.19,  2 
second  session,  DGO  3.19,  2 
thirdsession,  DG0  3.19,  3 

Counseling  of  Members/Early  Warning 
System 
DGO  3.19 

Counseling  Panel 
DGO  3.19,  3 

Court  Appearances  by  Members 
DGO  3.08 

Court  Liaison  Unit 
DGO  3.08,  2-7 
DGO  3.14,  2 

Court  orders 

labor  disputes,  DGO  8.05,  1-2 
domestic  violence,  DGO  6.09,  1-3 
8103  W  &  I  petitions,  DGO  3.05,  1-2 


Court  Protective  Orders 

domestic  violence,  DGO  6.09,  3 
hate  crimes,  DGO  6.13,  4 

Crime  Notification  Form  (SFPD  369) 
DGO  6.19,  1 

Crime  scenes: 

death  cases,  DGO  6.05,  3-4 
media  access  to,  DGO  8.09,  1-4 
outside  jurisdiction,  DGO  5.11,  1 
prejudice-based,  DGO  6.13,  2 
preserving,  DGO  1.03,  2;  DGO  6.02,1 
sexual  assaults,  DGO  6.16,1-2 

Crime  Scene  Log 
DGO  6.01 

Criminal  charges 

approval,  DGO  1.05,  4;4.01,8 
juveniles,  DGO  7.02,  1-2,  5 
listing  with  traffic  offense,  DGO 
9.01,6 

Criminal  warrants 

arrest  procedures,  DGO  6.18,  2 

Critical  Incident 
defined  8.01,1-2 

Critical  Incident  Evaluation  and 
Notification 
DGO  8.01 

Critical  Incident  Response  Team 
DGO  8.04 

Critical  Incident  Response  Team 
DGO  8.11,  1 

Crowd  Control 
DGO  8.03 


Crowd  control 

fire  scenes,  DGO  8.06,  1 
helmet  ID,  DGO  10.03,1 
non-uniformed  officers,  DGO  5.08 
obstruction  of  street,  DGO  6.1 1,  1 
tactics,  DGO  8.03,  1 
uniform,  DGO  10.01 


-D- 

DABOR 

DGO  3.07,  1-5 

Daily  Citation  Report 
DGO  9.05,  2 

Data,  computer 
DGO  10.08,  2-3 

Death  Cases 
DGO  6.05 

Death  of  a  member 

bereavement  leave,  DGO  1 1.01,  10 
duty  of  commanding  officer,  DGO 
1.06,2 

Defense  Subpoenas 
DGO  2.01,  4 
DGO  3.08,  4 

Definitions  and  terms 
DGO  3.02,  1 
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Demonstrations  (also  see  First    • 
Amendment  Activities) 
DGO  8.10,  2 

Department  Accident  Board  of  Review 
DGO  3.07  .      •/••'  ' 

Department  Awards 
DGO  3.09 

Department  Bulletins  (see  Bulletins) 

Department  Crime  Bulletins  (see 
Bulletins) 

Department  equipment  (see  Equipment) 

Department  General  Orders  (see  General 
Orders) 

Department  Identification  Cards 
DGO  3.17 

Department  letterhead 
DGO  3.01,6 

Department  Manuals 
DGO  3.01,5 

Department  Memorandum 
DGO  3.01,5 

Department  of  Animal  Care  and  Control 
DGO  6.07,  1 

Department  Training  Plan 
DGO  3.12 

Department  Weapon  Return  Panel 
DGO  3.05 


Deputy  Chief'  Field  Operations  Bureau 
DGO  1.07,  1 
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Destructive  devices 

evidence,  DGO  6.15,  7 
procedures,  DGO  8.08,  1-2 

Detentions 

investigative,  DGO  5.03 
juveniles,  DGO  7.01,  4-7 
rights  of  onlookers,  DGO  5.07,1,3 
warrants,  DGO  6.18,  3 


Dissemination  of  Information  Regarding 
Registered  Sex  Offenders 
DGO  7.03 

District  Attorney's  Office 
notification  of,  DGO  8.1 1,1 

District  Boundaries 
DGO  1.02 

Diversion,  juveniles 
DGO  7.01,  3,9 


Diet 

DGO  11.10,  1 

Diplomatic  Immunity 
DGO  5.13 

Disability  (D/P) 

court  while  on,  DGO  3.08,7 
leave,  DGO  11.01,  11,12,13 
pay,  DGO  11.01,  12 
permanent  eval.,  DGO  1 1 .  12,  5,6 
vacation  while  on,  11.01,  13 


D.M.V. 

accident  notification,  DGO  9.02,  4 
vehicle  release,  DGO  9.06,9 
Form  SRI,  DGO  9.02,  4 

Dog 

barking,  DGO  6.07 
bites,  DGO  6.07 
fights,  DGO  6.07 

Dog  Complaints 
DGO  6.07 


Discipline  Process  for  Sworn  Officers 
DGO  2.07 


Domestic  Violence 
DGO  6.09 


Discharge  of  firearm 
DGO  5.02,  2-3 

Discrimination  and  Harassment 
DGO  11.07 

Diseases  (contagious) 
DGO  1.06,  1 

Dismissal  Request  (SFPD  256) 
DGO  9.05,  1-2 

Dispersal  (crowds) 
DGO  8.03,  2 


Driver  license 

suspended  or  revoked  (towing  of 
arrestee's  vehicle)  DGO  9.06,  5 

Drivers  under  the  influence  (DUI) 
arrest  procedures,  DGO  9.03 
evidence,  DGO  6.02,  2 

Drug  ingestion 

duties  of  officers,  DGO  1.03,4 

Drug  tests 

members,  DGO  2.03,  2,  4-5 
suspects  (1 1550  H  &  S),  DGO 
6.02,2 


Drug  Use  by  Members 
DGO  2.03 

Dmnk  arrests  (also  see  Arrests) 
DGO  4.01,  2 

DUI  (see  Drivers  under  the  Influence) 

Duties  of  Command  Officers/Field 
Operations  Bureau 
DGO  1.07 

Duties  of  Patrol  Officers 
DGO  1.03 

Duties  of  Sergeants 
DGO  1.04 

Duties  of  Station  Personnel 
DGO  1.05 

Duties  of  Superior  Officers 
DGO  1.06 

Duties  of  Captain's  Clerk 
general,  DGO  1.05,2 

Duties  of  District  Captain 
general  DGO  1.05,1 

Duties  of  the  Lieutenant 
general,  DGO  1.05,3 
hate  crimes,  DGO  6.13,  3 


Duties  of  the  Station  Keeper 
general,  DGO  1.05,4 
bail  monies,  DGO  4.02,  1-2 
PIC  radios,  DGO  10.04,  1 

Dying  declarations 
DGO  6.05,  4 
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-E- 


Early  Warning  System 
DGO  3.19 

Earthquakes 

notification,  DGO  8.01,  1 

EEO  Unit  (see  Equal  Employment 
Opportunity  Unit) 

Embassies 

DGO  5.13,  1 

Emergency  Protective  Orders  (EPO) 
DGO  3.07,  1 

Emergency  Vehicle  Operations  Unit 
DGO  3.07,  1 

Employee  Assistance  Program 

counseling  referrals,  DGO  3.19,  4 

Employee  Assistance  Program/Stress 
Unit 

DGO  11.09 

Employee's  Claim  for  Worker's 
Compensation  Benefits 
DGO  11.01 

Employer's  Report  of  occupational 
Injury/  Illness 
DGO  11.01 

Employment 

Department  inquiries  into 
immigration  status,  DGO  5.15,  4 
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Enforcement  of  Immigration  Laws 
DGO  5.15 

Environmental  Crimes  Unit 
DGO  8.07,  3' 

Environmental  Health  Inspector 
DGO  8.07,  3 

E.O.D.  Unit  (see  Explosive  Ordinance 
Disposal  Unit) 

Equal  Employment  Opportunity  Unit 
(E.E.O) 

DGO  11.07 

Equipment 
DGO  10.02 

Equipment 

care  of,  DGO  1.03,3 
issuance,  DGO  10.02 

Equipment  inspection 

duties  of  station  personnel,  DGO 

1.05 

weapons,  DGO  10.05,  1 

vehicles,  DGO  10.10,2 

PIC  radios,  DGO  10.04,  1 

Equipment  Record  (SFPD  287) 
DGO  10.06,  1 

Evaluation  and  Rehabilitation  Program 
DGO  11.11 

Event  planning 
DGO  8.03,  2 


Evidence 

collecting/preserving,  DGO  6.02 
processing,  DGO  6.15 
photographic,  DGO  5.07,  2 
video,  DGO  5.07,  2 
audio,  DGO  5.07,  2     -' 

Exercise  (programs),  DGO  1 1.10,1 

Expenditures 

policy,  DGO  3.04,  1     ' 
training,  DGO  3.12,  1-2 

Explosions 

crime  scene,  DGO  6.01,  1 
evidence,  DGO  6.15,  6 
evaluation  and  notif ,  DGO  8.01,  2 
investigative  proced.,  DGO  8.08,  1,  3 

Explosive  Ordnance  Disposal  unit 
HAZMAT,  DGO  8.07,  2 
bombs,  DGO  8.08,  1-3 
transfers/qualifications,  DGO  11.06, 
3;  DGO  11.05 


-F- 

Facilities  Management 
DGO  3.03 

Facility  Coordinators 
DGO  3.03,  1 

Facility  Manager 
DGO  3.03,  1 
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False  Alarms 
DGO5.10 

False  imprisonment 

private  person  arrests,  DGO  5.04,  1 
hostages,  DGO  8.02,  1 

Female  prisoners 

transporting,  DGO  2.01,  5 

Field  Arrest  Card  (form) 
DGO  5.09,  1,3 

Field  Interview  Form  (SFPD  297) 
DGO  7.01,  2 

Field  Training  Coordinator 
DGO  3.13,  1-2,4-6 

Field  Training  Program 
DGO  3.13 

Field  Training  Officer  (FTO) 
DGO  3.13,  4 

5150 

adult,  DGO  6.14 
juvenile,  DGO  7.02 

Film 

evidence,  DGO  5.07,  2 

Fine,  disciplinary 
DGO  2.07,  2 

Fire  lines 

DGO  8.06,  1 

Fire  (major) 

notification,  DGO  8.01,  1 
lines,  DGO  8.06,  1-2 

Fire  Procedures 
DGO  8.06 
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Firearms  (also  see  Use  of  Firearms) 
confiscation,  DGO  6.14;  DGO  6.09; 
10.02,2 

discharge  investigations,  DGO  8.1 1, 
1-4 

identification,  DGO  6.15,  3 
evidence,  DGO  6.02,  1-2 
discharge  at  vehicles,  DGO  5.05,  5; 
DGO  5.02,3 
issuance,  DGO  10.02,1 
possession  while  intoxicated,  DGO 
2.02,  2 

secondary  handguns,  DGO  10.02,4-5 
Tarasoff  incidents,  DGO  6.06,2 
use  of,  DGO  5.02,  1-4 
vehicles  (inside),  DGO  9.06,  7 
5150,DGO6.14,  3,  5 
8103  W  &  I  petitions,  DGO  3.05 

Fire  Department  (see  San  Francisco  Fire 
Department) 

Fireworks,  booking  of  DGO  6.15,6 

First  Amendment  activities: 

non-uniformed  officers,  DGO  5.08,  1 
policies  &  guidelines,  DGO  8.10,1 

Floating  Holidays  (F/H) 
DGO  11.01,7 

Food  (see  Perishable  items) 

Force  (also  see  Use  of  Force) 
use  of(policy),  DGO  5.01 
investigation  of,  DGO  5.01 
unnecessary  force,  DGO  5.01 

Foreign  governments 

investigation,  DGO  8.10,  1-14, 
DGO  5.15,4 
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-H- 


Found  persons 
DGO  6.10,  3 

FTO  (see  Field  Training  Officer) 


-G- 


General  Orders  (Department) 

failure  to  comply  with,  DGO  2.07,1 
issuance,  DGO  3.01,  1-4 

Bureau  General  Orders,  DGO  3.01 

Unit  General  Orders,  DGO  3.01 

General  Rules  of  Conduct 
DGO  2.01, 

Gifts,  accepting 
DGO  2.01,  4 

Grooming  Standards 
DGO  11.08 

Guidelines  for  First  Amendment 
Activities 
DGO  8.10 

Guns  (see  Firearms) 


Handcuffs 

issuance,  DGO  10.02,  1-4 

use  at  medical  facilities,  DGO  5.09,2 

use  on  juveniles,  DGO  7.01,  5,  6,  7 

Handguns  (see  Firearms) 

Harassment 

begging/soliciting,  DGO  6.08,  1 
workplace,  DGO  11.07,  1-4,  6-8 

Hate  crimes  (also  see  Prejudiced-Based 
Incidents) 

DGO  6.13,  2-3 

Hate  Crimes  Unit 
DGO  6.13,  2-3 

Hazardous  Material  Incidents 
DGO  8.07 

Hazardous  Material  Program 
DGO  8.07,  4 

Hazardous  Waste 
DGO  8.07,  1,4 

HAZMAT 

DGO  8.07,  2-3 

Hearings 

compensation,  DGO  11.01,2,  4 

court,  DGO  3.08,  4 

Police  Commission,  DGO  2.01,  2 

DABOR,  DGO  3.07 

weapon  return,  DGO  3.05,2 

Helmet  Identification 
DGO  10.03 
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Hobble  (cord-cuff  restrainer) 
carrying  of,  DGO  10.02,  4 
use  on  persons,  sprayed  with 
chemical  agent  (Mace/OC), 
DGO  5.01,5 

Hit  &  Run  (see  Vehicle  Accidents) 

Holidays  (compensation) 

Holsters  (equipment) 

Homicides 

Crime  Scene  Log,  DGO  6.01, 1 
investigations,  DGO  6.05,  1-4 
outside  investigation,  DGO  5.11, 1 
physical  evidence,  DGO  6.02,  2 

Honorary  Consuls 
DGO  5.13,  2 

Horses 

Mounted  uniform,  DGO  10.01,  2,  7 
use  in  crowd  control,  DGO  8.03,2 

Hostage  and  Barricaded  Suspect 
Incidents 
DGO  8.02 

Hostage  Negotiation  Policy 
DGO  8.02,  1-2 

Hostage  Negotiation  Team 
DGO  8.02,  3 

Hostage/barricaded  suspect 
notification,  DGO  8.01,1 
media  access,  DGO  8.09,  3 

Hostile  work  environment 
DGO  11.07,3-4 

Huckleberry  House 
DGO  6.10,  3 
DGO  7.01,  2 
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Hypodermic  syringes 

packaging  of,  DGO  6.15,  2 


-I- 

Identification  cards.  Department 
issuance,  DGO  3.17,1 
surrender  of  ED  cards,  DGO  3.17,  1 

Identification  requests 
DGO  5.03,  1 

Illegal  drugs 

members'  use  of,  DGO  2.03,  1-2,  5- 

Illegal  aliens  (see  aliens) 

Immediate  Investigation  Report 
officers,  DGO  2.04,  3 
non-sworn  members,  DGO  2.05,2 

Immediate  searches  (persons) 
DGO  6.10,  1-3 

Immigration  laws 

enforcement  of,  DGO  5.15 

Immigration  &  Naturalization  Service 

(INS),  DGO  5.15,  1-4 

notifications,  DGO  5.15,  3-4 
backup  assistance,  DGO  5.15,  2 

Immunity  (Diplomatic) 
DGO  5.13,  3 

Incest  (investigations) 
juvenile,  DGO  7.01,  10 
sexual  assaults,  DGO  6.16,  1-3 
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Incident  reports  (also  see  Reports) 
security  report,  DGO  1 1.02,  7 
counter  reports,  DGO  1.05,  5 
release  of,  DGO  3.16 
re:  citations,  DGO  5.06,  4 

Infants 

definition  of,  DGO  7.01,  1 
shelter,  DGO  7.01,  2 
transporting,  DGO  9.04,  1 

Infectious  diseases 
DGO  2.01,  3 

Infiltrator 

DGO8.10,  3,  5 

Informants 

report  disclosure,  DGO  3.16 
definition,  DGO  8.10,  3,5 

Infi-actions 

bail,  DGO  4.02,  1-2 
citing,  DGO  5.06,  1-4 
traffic,  DGO  9.01,  4-6 
warrants,  DGO  6.18,  1-2 

Ingleside  District 
DGO  1.02,3 

Injunctions 

labor  disputes,  DGO  8.05,  2 

Injury/non-injury  accidents 
DGO  9.02,  2-4 

INS  (see  Immigration  and  Naturalization 
Service) 

Interagency  Operations 
DGO  5.14 


Interviews 

OCC,  DGO  2.04,  4 
media,  DGO  8.09 

Intoxicated  • 

driver  (DUI),  DGO  9.03 
members,  DGO  2.02,  1 
arrestees,  DGO  1.03,3 

Intra-bureau  training 
DGO  3.12,1 

Intra-Depariment  training 
DGO  3.12,  1 

Inventory  of  Towed  Vehicles  Form 
DGO  9.06,  6 

Investigative  Detentions 
DGO  5.03 


-J- 


'J"  (juvenile)  number 
DGO  7.01,  10 


Jail  break  (see  prison  break) 

Jury  Duty 

DGO  11.03 

Juvenile 

arrests  of,  DGO  7.01 
definition  of,  DGO  7.01,  1 
detentions  of,  DGO  7.01,  5 
diversion,  DGO  7.01,  3 

Juvenile  Polices  and  Procedures 
DGO  7.01 

Juvenile  and  Family  Services  Division 
DGO  1.01,2 
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-K- 

Knives 

packaging,  DGO  6.15,2 
carrying  on  duty,  DGO  10.02,  4 


K-9  (see  dog) 


Labor  Disputes 
DGO  8.05 


-L- 


Latent  Fingerprint  Request  (SFPD  283) 
DGO  6.02,  4 

Lawyer  (see  Attorney) 

Leaflet  distribution 
DGO  8.05,  1 

Leaves 

court  appearances,  DGO  3.08,  1 
employment  during,  DGO  11.02,2,5 
policy,  DGO  11.01,  1,6-8,13 

Legal  holidays 
DGO  11.01,7 

Letterhead  stationery  (Department) 
use  of,  DGO  3.01,  4 

License  (operator) 
(see  driver  license) 

License  plates 

display  of  lost  or  stolen,  DGO  9.06,9 

Life  Saving  Award 
DGO  3.09,  2-3,  5 

Light  Duty 
DGO  11.12 

Liquid  chemical  agent 
DGO  5.01,  5-6 
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Loaning 

money,  DGO  2.01,  7 
uniform  or  equipment  items, 
DGO  10.02,1 

-M- 

Mace  (also  see  oleoresin  capsicum) 
secondary  employment, 
DGO  11.02,4 
treatment,  DGO  5.01,  5 
useof,  DGO5.01,2,  7 
issuance,  DGO  10.02,  1-6 

Malfunctionof  Portable  Radio     ..  •    • 
Equipment  (SFPD  365) 
DGO  11.04,  1 

Management  Information  Systems 
(MIS) 

DGO  10.08,3 

Mandatory  Blood  Tests  for  Drivers 
under  the  Influence 
DGO  9.03 

Management  Control  Division  Case 
Form  (SFPD  83) 
DGO  2.05,  1 

Management  Control  Division  (MCD) 
drug  investigations,  DGO  2.03,  7-9 
DGO  2.05,  1-3 
DGO  3.19,  1,2,3,5 
officer  involved  shooting 
investigations,  DGO  8.1 1,  3 
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Manuals  (Department) 
issuance,  DGO  3.01,  4 
requirements  to  comply,  DGO  3.01,4 

Mechanical  violations 
DGO  9.01,  1-2,  5 

Medals  of  Valor 

policy,  DGO  3.09,  1-3,5 
wearing  of  DGO  10.01,  14 

Media  Relations 
DGO  8.09 

Medical  Examiner 

evidence,  DGO  6.02,  1-2 
death  cases,  DGO  6.05,  1-4 
missing  persons,  DGO  6.10,  1-2 
notification,  DGO  8.09,  2 
accidents,  DGO  9.02,  2 

Medical  Treatment 

absentia  bookings,  DGO  5.09,1-3 

sexual  assault  victims,  DGO  6.16,1 

psychiatric  cases,  DGO  6.14,  4-5; 

DGO  7.02,  4-5 

mace/oleoresin  capsicum, 

DGO  5.01,5 

carotid  restraint,  DGO  5.01,6 

Megan's  Law 
DGO  7.03 

Member  Response  Form  (MRF) 
DGO  2.04,  3 

Memoranda  (Department) 
DGO  3.01 

Memorandum  Orders 
DGO  3.01,  6 


Military  leave 
DGO  11.01,7 

Meritorious  Conduct  Award 
DGO  3.09,  2-3,5 

MIS  (Management  Information 
Systems) 

DGO  10.08,  1-3 

Misconduct 

investigation,  DGO  1.06,1 

Misdemeanor  (citing) 
DGO  5.06,  1-4 

Missing  Persons 
DGO  6.10 

Missing  Persons 

policy  &  procedures,  DGO  6.10 
bulletins  &  teletypes,  DGO  1.05,5 
outside  agency  reports,  DGO  5.1 1,1 

Mission  District 
DGO  1.02,2 

Modified  Duty 
DGO  11.12 

Molestation  (see  Sexual  Assaults) 

Motor  Fleet 
DGO  10.10 

Motorbike 

uniform,  DGO  10.01,6 

use  in  crowd  control,  DGO  8.03,2 

Motorcycles 

uniform,  DGO  10.01,6 

use  in  crowd  control,  DGO  8.03,2 
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Moving  violations 

diplomatic  immunity,  DGO  5.13,4 
issuing,  DGO  9.01,1-3 
voiding,  DGO  9.05,2 

-N- 

Narcotics 

evidence,  DGO  6.15,  6 
identification,  6.15,6 
parole  violation,  DGO  6.12,  1 
use  by  members,  DGO  2.03,2 

Negotiations 

policy,  DGO  8.02,  1-2 
team,  DGO  8.02,  3 

Night  Captain 
DGO  1.07,  1-2 
DGO  8.01,  1 
DGO  8.02,  3 

Non-consensual  blood  samples 
DGO  9.03,  4-5 

Non-uniformed  Officers 
DGO  5.08 

Northern  District 
DGO  1.02,2 

Notice  of  Tow  Hearing  (SFPD  387) 
DGO  9.06,2 

Notice  to  Appear 

completing,  DGO  9.01,  2 
issuance  to  officers,  DGO  9.05,  1 
voiding  DGO  9.05,2 
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-o- 


Obstruction  of  Streets  and  Sidewalks 
DGO  6.11 

Obtaining  search  warrants 
DGO  5.16 

Office  of  Citizen  Complaints  (OCC) 
investigations,  DGO  2.04,  1-6 
cooperation  with,  DGO  2.08,  1 

Office  of  Emergency  Services  (OES) 
DGO  8.07,  1 

Officer-Involved  Shootings 
DGO  8.11 

Oleoresin  Capsicum  (pepper  spray) 
secondary  employment, 
DGO  11.02,4 
treatment,  DGO  5.01,  5 
use  of,  DGO  5.01,2,5 
issuance,  DGO  10.02,  1-6 

Onlookers  (rights  of) 
DGO  5.07,  1,3 

Operations 

interagency,  DGO  5.14,1 

Order  to  Show  Cause  (OSC) 
labor  disputes,  DGO  8.05,  2 

Organizational  Structure 
DGO  1.01 

Outside  agencies 

operations,  DGO  5.14,1 
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Outside  Agency  Reports  and  Responses 
DG05.11 

Outside  agency  reports 
crimes,  DGO  5.11,1-2 
missing  persons,  DGO  6.10,1 

Outside  jurisdiction  responses 
DGOS.ll,! 

Outside  Training 
DGO  3.12,  1 

Overtime  (compensation) 
court,  DGO  3.08,3,  5-6 
policies,  DGO  11.01,  1-4,7 
secondary  employ.  DGO  11.02,1,5 


-P- 


Panhandling 
DGO  6.08 

Park  District 
DGO  1.02,2 

Parking 

press  vehicles,  DGO  8.09,4  ■ 

Parking  violations 

diplomatic  immunity,  DGO  5.13,5 
issuing,  DGO  9.01,  2-3 
voiding,  DGO  9.05,  2 

Parole 

hearings,  DGO  11.01,2 
violations,  DGO  6.12,1 

Patrol  officers 

duties  of,  DGO  1.03 


Patrol  Special  Officers 

identification,  DGO  3.17,  2 

inspection,  DGO  1.04,  1 

traffic  enforcement,  DGO  9.01,1,2 

Patrol  Wagon 

duty,  DGO  1.05,6 
pursuits,  DGO  5.05,  7 

Peace  Officers '  Rights 
DGO  2.08 

Peer  Support  Program 
DGO  11.04 

Peer  Support  Steering  Committee 
DGO  8.04,  2 

Pepper  Spray  (see  oleoresin  capsicum) 

Performance  Improvement  Program 
DGO  3.18 

Performance  Improvement  Program 
binders,  DGO  1.04,2;  DGO  3.18,1 
counseling  documentation, 
DGO  3.19 

Perishables 

property,  DGO  6.15,4 

Permits 

fire  lines,  DGO  8.06,1 
investigation  of,  DGO  1.05,  1 

Personal  leave 
DGO  11.01,8 

Personal  Property  Claims 
DGO  3.15 

Personnel  Compensation 
DGO  11.01 


Personnel  Distribution  Report 
DGO  11.06,2 

Personnel  orders  (also  see  Personnel 
Transfers) 

DGO  3.01,  4 

Personnel  Transfers 
DGO  11.06 

PES  (see  Psychiatric  Emergency 
Services) 

Physical  Evidence  and  Crime  Scenes 
DGO  6.02 

Photographic  recordings 
evidence,  DGO  5.07,  2 
bystander,  DGO  5.07,  2 
authorization  &  purpose 
DGO  8.10,  13 

Physical  Fitness  and  Wellness  Program 
DGO  11.10 

Physical  Fitness  Coordinator 
DGO  11.10,1 

Physical  Force  (control) 
use  policy,  DGO  5.01,  4 
investigation  of,  DGO  5.01,  8 

PIC  Radios 
DGO  10.04 

PIC  radios 

station  keeper  duties,  DGO  1.05,5 

Picketing 

labor  disputes,  DGO  8.05,  1 
secondary  employment, 
DGO  11.02,4 
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P.I.P  (see  Performance  improvement 
Program) 

P.L.U.  (see  Psychiatric  Liaison  Unit) 

Police  Commission 
attire,  DGO  2.01,1 
awards  hearings,  DGO  3.09,2-5,7 
compensation  for  hearings, 
DGO  3.08,4;  DGO  11.01,9 
composition  DGO  1.01,  1 
definition,  DGO  3.02,  1-2 
discrimination/harassment  report, 
DGO  11.07,8 

hearings,  DGO  2.01,  2,  4,  6-7 
general  order  approval,  DGO  3.01,1 
Quarterly  Report  (OCC),DGO  3.19,1 
secondary  employment  report, 
DGO  11.02,8 
suspensions  by,  DGO  2.07,  2-5 

Police  Commission  Commendation 
DGO  3.09,  2-3 

Police  Physician 

drugs,  effects  of,  DGO  2.03,  4 
sick  leave,  DGO  11.01,  13-14 
speciaHzed  units,  DGO  11.05,  1-2 
8103  W  &  I  hearings,  DGO  3.05,  1 
physical  fitness  &  wellness, 
DGO  11.10,  1 

Political  activity 

members,  DGO  2.01,  6 

Political  endorsements 
members,  DGO  2.01,  6 

Potrero  District 
DGO  1.02,  1 
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Prejudice-Based  Incidents 
DGO  6.13 

Preliminary  injunctions  (see  injunctions) 

Prescription/non-prescription  drugs 
members,  DGO  2.03,  3 

Press  (see  media) 

Press  vehicles 

parking  of,  DGO  8.09 

Prison  break 

notification,  DGO  8.01,  1 

Prisoner  property 

absentia  bookings,  DGO  5.09,  1,3 
property/evidence,  DGO  6.15,  3 

Prisoner  security 
DGO  1.03,3 
DGO  5.09,  1-2 

Private  persons  arrest 
DGO  5.04 

Probation 

violation  of,  DGO  6.12,  1-2 

Probationary  officers 

training,  DGO  3.13,  1-6 
secondary  employment, 
DGO  11.02,5 
transfer  requests,  DGO  1 1 .06,  3 

Property 

inside  towed  vehicles,  DGO  9.06,  7 


Property  for  Identification  Envelope 
DGO  6.15,  2  ■ 

Property  for  identification 
DGO  6.15,  1-4 

Property  Log  (SFPD230) 
DGO  6.15,  4 

Property  Processing 
DGO  6.15 

Property  Receipt  Form  (SFPD  315)' 
DGO  6.15,  2 

Property  Release  form  (SFPD  158) 
DGO  6.15,  4 

Property  Request  (SFPD  250) 
DGO  6.15,  4 

Property  Transfer  Receipt  (SFPD  361) 
DGO  6.15,  3 

Psychiatric  detention 
DGO  6.14,  4 

Psychiatric  Emergency  Services  (PES) 
adults,  DGO  6.14,  6 
juveniles,  DGO  7.02,  1-3 

Psychiatric  Liaison  Unit  (PLU) 
adults,  DGO  6.14,  6 
juveniles,  DGO  7.02,  5 
suicide  notification,  DGO  6.05,  3 
Tarasoff  incidents,  DGO  6.06,  3 

Psychological  Evaluation  of  Adults 
DGO  6.14 


Property  damage 
DGO  9.02,  1 
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Psychological  Evaluation  of  Juveniles 
DGO  7.02 

Psychotherapist 
DGO  6.06,  1 

Purchases 

poHcy,  DGO  3.04,  1 
computer,  DGO  10.08,  1 

Purchasing  policy  and  Procedures 
DGO  3.04 

Pursuits  (vehicle) 

review,  DGO  3.07,  1 
policy/procedures,  DGO  5.05,1-2 


-Q- 


Qualifications  for  Specific  Units 
DGO  11.05 

Quarterly  Report 
DGO  3.19,  1-2 


-R- 

Radio  (police) 

contact,  DGO  1.03,  1 
procedures,  DGO  1.03,  1 
response  &  pursuit,  DGO  5.05,  3- 


Radio  (see  media) 

Ralph  Civil  Rights  Act 
DGO  6.13,  1 

Rank  (hierarchy) 
DGO  1.01,1 

Rape  (see  Sexual  Assaults) 

Record  of  Civil  Court  Appearance 
(SFPD  203) 

DGO  11.01,4 

Reasonable  Force 
DGO  5.01,  2-3 

Reasonable  Suspicion 
DGO  5.03,  1 
definition,  DGO  8.10,2 

Recordings 

surreptitious,  DGO  2.01,  8 

photographic,  DGO  8.10,  13 

video,  DGO  8.10,  13 

First  Amendment  Activities, 

DGO  8.10,  13 

bystander  recording  (video  &  audio), 

DGO  5.07,  2 

Recovered  vehicle  tows: 
DGO  9.06,  3-4,  8 

Red  light/lamp  (emergency), 
DGO  5.05,2 

Registration  (vehicle) 

vehicle  release,  DGO  9.06,  6 
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Registered  sex  offenders 
DGO  7.03 

Rehabilitation  programs 
DGO  5.12,  1 

Release  of  Police  Reports 
DGO  3.16 

Repair  requests 
DGO  10.10,  2 

Reports  (incident) 

counter,  DGO  1.05,5 
release  of,  DGO  3.16 

Report  of  traffic  accident 
DGO  9.02,  4 

Reporting  for  duty 
DGO  2.01,1 

Repnmands 

citizen  complaints,  DGO  2.05,  4 
defined,  DGO  2.07,  1-2,5 
DABOR,  DGO  3.07,  2 
court  appearances,  DGO  3.08,  1 

Request  for  a  Check  of  Mechanical 
Defect 

DGO  3.07,  4 

Request  for  Lab  Exam  (SFPD  64) 
DGO  6.02,  4 

Request  for  Secondary  Employment 
(SFPD  156) 

DGO  11.02,6 

Residence  Certification 
DGO  3.06 


Respectfulness  (to  superiors) 
DGO  2.01,  2 

Response  and  Pursuit  Driving 
DGO  5.05 

Restraining  Orders 

Department,  DGO  3.14,  3 
domestic  violence,  DGO  6.09,  3 

Restraints 

juveniles,  DGO  7.01,  5 

use  at  medical  facilities,  DGO  5.09,2 

Retirement 

disability  leaves,  DGO  11.01,7,11-12 
IDcard,  DGO  3.17,  1 
inducing,  DGO  2.01,7 

Return  to  Work/Reasonable 
Accommodation 
DGO  11.12 

Rewards 

accepting,  DGO  2.01,  4,  6 

Ribbons 

awarding,  DGO  3.09,  7 
wearing,  DGO  10.01,  5,  9,  14 

Richmond  District 
DGO  1.02,2 

Rights  of  Onlookers 
DGO  5.07 

Rights  of  Peace  officers 
DGO  2.08 

Riot 

notification,  DGO  8.01,1 

Risk  Management  Office 
DGO  1.01,2 
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Roadblocks 
DGO5.05,5 

Rules  of  Conduct  (see  General  Rules  of 
Conduct) 

Runaway  vehicles 
DGO9.02,  3 

-s- 

Safety  belts 

DGO  9.04,  2-3 

San  Francisco  Fire  Department  (SFFD) 
fire  procedures,  DGO  8.07,  1 
access  to  scenes,  DGO  8.09,  4 

San  Francisco  Traffic  Offender  Program 
(STOP)  DGO  9.06,  10 

Scheduling 

DGO  1.05,  2-3 

School  bus  accidents 
DGO  9.02,  3 

S.C.U.B.A. 
DGO  6.03,  1 

Searches 

person,  DGO  6.10 
juvenile,  DGO  6.10,  2-3 
vehicle  inventory,  DGO  9.06 

Search  Warrants 
DGO  5.12,  1 
obtaining,  DGO  5.16 

Search  warrants  Related  to  Drug  and 
Alcohol  Abuse  Rehabilitation 
DGO  5.12 

Seat  Bell  Policy 
DGO  11.02 
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Secondary  Employment 
DGO  11.02 

Secondary  handguns 

use  of,  DGO  10.02,3-4 

Seniority  list 
DGO  11.06,3 

Seniority  stripes 

wearing  of,  DGO  10.01,  14 

Service  hat 

wearing  of,  DGO  10.01,  ! -13 

Sex  offenders 
DGO  7.03 

Sexual  Assaults 
DGO  6.16 

Sexual  Harassment 
DGO  11.07,3 

SFFD  (see  San  Francisco  Fire 
Department) 

SFPD  forms: 

SFPD  1 1,  DGO  3.06,  1 

SFPD  19,  DGO  9.02,  1-4 

SFPD  23,  DGO  11.06,3 

SFPD  23A,  DGO  11.01,3 

SFPD  28,  DGO  6.01,  1;  DGO  6.05,3 

SFPD  29,  DGO  9.06,  5 

SFPD  43,  DGO  3.16,  2 

SFPD  60,  DGO  1 1 .02,  7 

SFPD  64,  DGO  6.02,  4 

SFPD  80,  DGO  5.04,  2 

SFPD  83,  DGO  2.05,  1-3,5 

SFPD  128,  DGO  5.01,  10 

SFPD  133,  DGO  9.02,  2 
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DGO  11.01,  8,  9,  13 

DGO  11.02,  5 

SFPD156,DGO  11.02,6 

SFPD  158,  DGO  6.15,  4 

Sick  pay 

SFPD  176,  DGO  10.05,  1 

DGO  11.01,8,9,  13 

SFPD  184,  DGO  5.04,  1 

re:  court,  3.08,  7 

SFPD  186,  DGO  3.08,  2 

SFPD  203,  DGO  11.01,4 

Sick  and  disability  certificates 

SFPD  206,  DGO  10.06,  1 

receiving,  DGO  1.05,  3 

SFPD  208,  DGO  3.15,3; 

DGO  10.06,1 

Siren 

SFPD  209,  DGO  3.15,3; 

DGO  5.05,  2 

DGO  10.06,1 

SFPD  217,  DGO  10.10,  1-2 

Snipers 

SFPD230,  DGO  6.15,  3-4 

evaluation  and  notif,  DQO  8.01,  1 

SFPD  250,  DGO  6.15,  4 

procedures,  DGO  8.02 

SFPD  256,  DGO  9.05,  1-2 

SFPD  283,  DGO  6.02,  4 

Software 

SFPD  284,  DGO  9.03,  2-3 

DGO  10.08,  1-3 

SFPD287,  DGO  10.06,  1 

SFPD/OCC  293,  DGO  2.04,  1-6; 

Soliciting 

DGO  3.19,  2 

aggressive,  DGO  6.08,  I,  3 

SFPD  297,  DGO  7.01,  2 

SFPD315,  DGO  6.15,  2-3; 

Source 

DGO  5.07,2 

DGO8.10,  3,  5 

SFPD  337,  DGO  10.10,2 

SFPD  342,  DGO  3.07,  4 

Southern  District 

SFPD  360,  DGO  4.01,  2 

DGO  1.02,  1 

SFPD  361,  DGO  6.15,  3 

SFPD  365,  DGO  10.04,  1 

Special  Events 

SFPD  369,  DGO  6.19,  1 

assigning  officers,  DGO  1.07,1 

SFPD  387,  DGO  9.06,  2 

SFPD  436,  DGO  5.05,7 

Special  Investigations  Division 

Shelter 

domestic  violence,  DGO  6.09,  6 
juveniles,  DGO  7.01,1  ,8,  10 

Shootings,  officer  involved 
notification  &  evaluation, 
DGO  8. 01, 1;DG0  8.11,1-4 
intervention,  DGO  8.04,  1 
investigation  of,  DGO  8.1 1 
notification,  DGO  8.11 


eventplanning,  DGO  8.10,  1-12 
organizational  structure,  DGO  1.01,2 

Staff  Inspection  unit 

facilities  inspection,  DGO  3.03,  1 
PIP  inspection,  DGO  3.18,  2 

Standby  subpoenas 
DGO  3.08,  4 
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Star  or  badge 

display,  DGO  10.01,  1-14; 

DGO5.08,  1 

issuance,  DGO  10.02,6 

Station  Duty 

duties  of,  DGO  1.05,1,  4-5 

Stay  Away  Orders 

domestic  violence,  DGO  6.09,  4 

STOP  (see  San  Francisco  Traffic 
Offender  Program) 

Stress  Unit 

critical  incident,  debrief,  DGO  8.04,2 
Peer  Support  Program, 
DGO  11.04,1-2 
function,  DGO  11.09,  1 

Subpoenas 

defense,  DGO  2.01,  4,  7 

log,  DGO  3.08,  2 

processing  &routing,  DGO  3.14,2-3 

honoring,  DGO  3.08,  1 

service,  DGO  1.05,  4;DG0  3.08,2 

serving  members,  DGO  1.05,  4; 

DGO  3.08,  3-4 

Substitute  service 
DGO  3.14,  1-2 

Suicide 

investigations,  DGO  6.05,  2-3 
notes  (evidence),  DGO  6.02,  3 

Summons 

serving  of,  DGO  2.01,  7 
accepting,  DGO  3.14,  1-3 
jury  duty,  DGO  11.03,  1 

Sunshine  Ordinance 
DGO  8.10,  8-9 
DGO  3.16,  3 
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Supervision 

failure/  OCC  finding,  DGO  2.04,  5 
field  training,  DGO  3.13,  1,  5 
performance  improvement, 
DGO  3.18 

sergeants,  DGO  1.04,  1-2 
superior  officers,  DGO  1.06,  1 

Surveillance 

foreign  government,  DGO  5.15,4 

Suspensions 

discipline,  court  non-appearance, 
DGO  3.08,  1 

discipline  investigation,  DGO  2.05,  4 
pending  hearings,  DGO  2.07,  1-5 


-T- 

Tactical  Unit 

transfers,  DGO  11.06,3 

Tactical  Entry  Test 
DGO  11.06,3 

Tarasoff  Incidents 
DGO  6.06 

Taraval  District 
DGO  1.02,4 

Taxicab  Enforcement  unit 
DGO  6.17,  1-2 

Taxicab  Regulations 
DGO  6.17 

TDC  (see  Tow  Dispatch  Center) 

Telecommunications  Manager 
DGO  10.07,  1 
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Telephone  calls 

juvenile's  right  to, 
DGO7.01,6;7.02,3 
warrant  arrests  (bail),  DGO  6.18,2 

Telephone  use 

cellular,  DGO  10.07,  1-2 
secondary  employment, 
DGO  11.02,4 

Teletypes 

DGO  1.05,  3-4 

Television  (see  media) 

Temporary  custody 

court  protective  orders,  DGO  6.09,3 

Temporary  restraining  order  (TRO) 
Department,  DGO  3.14,1 
labor  disputes,  DGO  8.05,  2 
domestic  violence,  DGO  6.09,  3 
hate  crimes,  DGO  6.13,  4 

Tenancy  (domestic  violence) 
DGO  1.02,4 

Tenderloin  Task  Force 
DGO  1.02,4 


Threats 

bomb,  DGO  8.08,  1-2 
domestic  violence,  DGO  6.09,  1,  5 
juvenile,  DGO  7.02,  1 
prejudice-based,  DGO  6.13,  2 
Tarasoff,  DGO  6.06,  1-2 

Tow  Dispatch  Center  (TDC) 
DGO9.06,  5-6,  8-9 

Tow  fee 

DGO  9.06,  5 

Tows  (see  Vehicle  Tows) 
alarm  5.10,  2 

Tow  truck  operators 
DGO  2.01,  6 

Trades 

DGO  11.06,  4 

Traffic  Citation  Control 
DGO  9.05 

Traffic  Collision  Report 
citing,  DGO  9.01,  4-5 
preparation  of,  DGO  9.02,  2-3 
investigation,  DGO  9.01,  4 

Traffic  Enforcement 
DGO  9.01 


Termination 

alcohol  use,  DGO  2.02,  2 
citizen  complaints,  DGO  2.05,  4 
discipline  process,  DGO  2.07,  2 
drug  use,  DGO  2.03,  2 
probationary  officers,  DGO  3.13,  2 

Terms  and  Definitions 
DGO  3.02 

Testimonials 

regulations,  DGO  2.01,  7 


Traffic  stops 

non-uniformed  officers,  DGO  5.08 

Training 

budget,  DGO  3.12,  2 
fund,  DGO  3.12,  1 
plan,  DGO  3.12,  1 
requests,  DG03. 12,2 

Transfer  (transportation)  of  prisoners 
females,  DGO  2.01,  5 
persons  sprayed  with  chemical  agent 
(Mace/OC),  DGO  5.01,5 
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Transfers 

personnel  (Personnel  Transfers) 


Transfer  Request  (SFPD  23/SFPD  23A) 
DGO  11.06,4 

-u- 

Under  the  influence 
alcohol,  DGO  2.02,  3 
drugs,  DGO  2.03,  2,  4-5,8 
firearms,  DGO  5.02,  3 
detention,  DGO  5.03,  3 
citations,  DGO  5.06,  1-2 
DUI  evidence,  DGO  6.02,  2 
diplomats,  DGO  5.13,  4-5 
juveniles,  DGO  7.01,  10 
mandatory  blood  tests, 
DGO  9.03,1-4 

Undercover  officers  (also  see  non- 
uniformed  officers) 

seat  belt  (use  of),  DGO  9.04,  2 

policy,  DGO  5.08,  1 

First  Amendment  activities, 

DGO  8.10 

Underwater  Recovery  Unit  (URU) 
DGO  6.03 

Undocumented  aliens  (see  aliens) 

Uniform  and  Equipment  Classes 
DGO  10.01 

Uniform  and  Equipment  Issuance  and 
Replacement 
DGO  10.06 

Uniform  and  Safety  Committee 
DGO  10.06,2 

Uniform  Record  (SFPD  206) 
DGO  10.06,  1 
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Unit  Citation  Award 
DGO  3.09,  2,  6 

Unit  General  Orders 
DGO  3.01,  4    ..V--" 

Unmarked  units 

pursuits,  DGO  5.05,7 

Unnecessary  force 

investigation,  DGO  5.01 

Urine  test 

members,  DGO  2.03,  6,  9 
DUI  cases,  DGO  9.03,  2-3,5 

Use  of  Cellular  Phones 
DGO  10.07 

Use  of  Computers 
DGO  10.08 

Use  of  Firearms 
DGO  5.02 

Use  of  Force 
DGO  5.01 

Use  of  Force  Log  (SFPD  128) 
DGO  5.01,  10-11 


27 


DGO  Index 
September  1999 


-V- 


Vacations 

scheduling  of,  DGO  1 .06,  1 
policy,  DGO  11.01,  1,5,6 
subpoenas  during,  DGO  3.08,  7 

Vehicle  Accidents 
DGO  9.02 

Vehicle  Accidents 

reporting  of,  DGO  9.02 
involving  members,  DGO  2.06,1-3; 
DGO  3.07 
hit  and  run,  DGO  9.02,  2 

Vehicle  Collisions  Involving  Members 
DGO  2.06 

Vehicle  Alarms 

false,  DGO  5.10,  1-2 
towing,  DGO  9.06,  6 

Vehicle  holds 

pohcy,  DGO  9.06,  7 

Vehicle  pursuits 
DGO  5.05 

Vehicle  Pursuit  Summary  (SFPD  436) 
DGO  5.05,  11 

Vehicle  registration 
DGO  9.06,  6 

commercial  veh.,  DGO  9.01,5 
out  of  state  veh.,  DGO  9.01,5 

Vehicle  Pursuit  Summary  (SFPD  436) 
DGO  5.05,  11 

Vehicle  registration 
DGO  9.06,  6 


Vehicle  releases 

(see  Vehicle  Release  and  Waiver) 

Vehicle  Release  and  Waiver  (SFPD  29) 
issuance  policy,  DGO  9.06,  10 
procedures,  DGO  9.06,  1 1 

Vehicle  Request  Form  (SFPD  217) 
DGO  10.10,  1 

Vehicle  Tows 

DGO  9.06  '-   '" 

Vehicle  tows 

auto  club  tows,  DGO  9.06,  7 
hearing,  DGO  9.06,  3 
inventory,  DGO  9.06,  5 
policy  &  procedures,  DGO  9.06 

Verbal  persuasion 
DGO  5.01,  3 

Victim  of  Violent  Crime  Notification 
DG66;19,  1 

Victim/Witness  Assistance  Program 
DGO  6.19,  I 

Video  recording 

First  Amendment  Activities, 
DGO  8.10,  13 

bystander  recordings,  DGO  5.07,2 
(also  see  recordings) 

Volatile  or  inflammable  substances 
handling  and  storage,  DGO  6.15,7 


-w- 

Waivers 

transfer,  DGO  11.06,3 

Wanted  subjects 

duties  of  station  personnel, 
DGO  1.05,5 
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Warrant  Arrests 
DG0  6.18 

Warrant 

accepting  bail  for,  DGO  4.02,  1-2 
arrest  procedures,  DGO  6.18,  1-3 
check  policy,  DGO  6.18,  1-3 
drug  &  alcohol  abuse  rehab., 
DGO  5.12,  1 
search,  DGO  5.16 
service,  DGO  1.05,4 
traffic,  DGO  6.18,  2-3 
verification  of,  DGO  6.18,  1-3 

Watch  off 

DGO  11.01,1 

Weapon  Officer  Report/Inventory  Form 
(SFPD  176) 
DGO  10.05,  1 

Weapon  Return  Panel,  Department 
DGO  3.05,  1 


DGO  Index 
September  1999 


-X- 


X-rays 

DGO  5.09,  2 

X  numbers 

DGO  7.01,  9 


-Y- 


Youth  Court 

DGO  7.01,  2,  7-8 

Youth  Guidance  Center  (YGC) 
DGO  7.01,  10 
DGO  7.02,  4-5 
hearing  requests,  DGO  3.08,  4 


Weapons  and  Protective  Equipment 
Inspection 

DGO  10.05,  1 


-z- 


Weapons  Officer 
DGO  3.19,  1 

Weekly  Morning  Report 
DGO  3.19,  1 


Zones  (parking) 

parking  of  press  vehicles, 
DGO  8.09,4 


Weekly  Training  Progress  Report 
DGO  3.1 3,  4 

Written  Communication  System 
DGO  3.01 

Written  orders 

duties  to  obey,  DGO  2.01,  2 
violations,  DGO  2.07,1 
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